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NEW ROYTYPE VISI-COTE STENCIL... 


makes typing clear and easy to read... gives sharper copies 


i JUST what you need to take the eye-strain out easily without using a special writing plate. 
cutting stencils... it’s the new Roytype Visi-Cote 


] 


If your boss is the one to convince, call your Roytype 
salesman and ask him to demonstrate the practical 


type on this remarkable duplicating stencil, advantages of the new Roytype Visi-Cote Stencil. 
tands out so you can read it without squint You'll save your eyes— and the boss’s time! 
it up to the light. Even makes proof 
rea Ire. 
An need a cushion sheet on this plastic- F —— 
coated extra strong, custom-made _ base ROYTYP Visi-Cote Stencil 
tissue help me in making corrections. Means a Se oer ore 


Product of Royal McBee Corp., worl 
longer runs, t nore, you can stvlus signatures quality supplies for yusiness mat 











“HOW | BOOSTED MY SHORTHAND 
SPEED TO 120 WORDS A MINUTE 


—by practicing with 
DICTATION DISC records!’ 


r 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed— 
Or You Pay Nothing— 
Boost Your Salary 
$10 to 20 Per Week! 
Now Being Used 
and Recommended 


Look What These Experts by 1,500 Leading 














Say About This Schools! aa 8 =“cmaa 
Wonderful New System! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 


“The key to shorthand speed is regular dictation prac- new Dictation Disc Records — available in all speeds. 


tice, and your records provide the student secretary 
with a rich supplement to such a program. The very More Shorthand Speed Means More Money For You! 
precise and clear manner in which they are dictated E . , . . nat 
makes easier the climb to greater shorthand speed.” Thousands have used this effective method and increased their writing 
William Cohen, World's Shorthand Champion efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
(280 wpm for 5 minutes) matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


“In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen.” 
Thomas Cole, Chairman, Committee on Professional Education 


N. Y. State Shorthand Reporters Send No Money! Mail The Coupon Now! 


“Yous. Aictution vecords ask senda t. codec foc the Regardless of how fast (or slow) you now write shorthand there’s a 

teaching profession. They ease my chores and make the Dictation Disc just for you. Check below the ones you want. Send no 

students’ work more enjoyable. By providing graded money — just the coupon. On arrival pay price indicated plus COD and 

dictation in 1-minute spurts, the results have been handling charges. Or, enclose cash, check or money order now and we will 

phenomenal: Poul Simeone, Auther of "A Stroke tn Time" ship your records postpaid. Either way — this method MUST do every- 
Instructor, Columbia University . 


thing we say it will or you may return records in 10 days for full refund. 
‘ , Mai : w! 
“We are using your records and find them invaluable in fail the coupon now! 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 


“Dictation 2 
is a pleasure to recommend your records to any school . . e Fe 
teaching business subjects. They will greatly increas« 
the efficiency of the department.”’ E. 0. Fenton, President ie OQ /O/? 79° / OC 

American Institute of Business, Des Moines, lowe . 


1957, Dictation Disc Co., 170 Broadwoy, New York 38, N. Y 
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5 DICTATION ORDER COMPLETE SETS AND SAVE UP TO 18%. [Jo nem sz0o |g | 
y DISC 45 R.P.M. $1.75 each et Me, S48 won ' 
3 records—$2.00 ec. 
s COMPANY Set No. 41—45 rpm Set No. 44—45 rpm Set No. ats rpm 1 #1. 60 & 70 ' 
4 —$1.75 ea. 4 records—$1.75 ea. 4 records—$1.75 ea. “) #2. 70 & 80 
i oe eee, Sew Teer Se, oS 5: a Pay o ss _) #13. 100 & 110 *Office Style Dictation 1) 23.804 90 y 
Dept. TS-11 +2. 60 & 70 L} 2714. 110 & 120 £23. *(untimed, with Complete Set—$5.25 
I 5 23. 70 & 80 J aie i +4 #24. corrections. . Sint: seu i 
. : } #4. 70 & 80 ) #10. ° #25. interruptions et No. 62—78 rpm 
i Please send me the records indicated, On Complete Set—$5.75 } cometets yang J ] #26. _ insertions). 3 recorde—$2.00 co. i 
' ar rival I will pay price indicated plus COD | Sets 43 & 4 ° |} Complete Set—$5.75 } #4. 90 & 100 . 
and handling charges. I must be delighted Set No. 42—45 rpm , ] 25. 100 0 
1 or may return record(s) in 10 days for full 4 records—$1.75 -_ ae Se oe —" ~ $1 Ae Pa. — $ es 25 1 
refund. 5 #5. 80 & 90 4 records—$1.75 ea. records—$1.75 ea. omplete Set—$5.25 
i 26. 80 & 90 Brief Forms & Phrases : Legal Dictation 3314, L.P. $5.00 ea. 1 
{) I enclose full payment now, please ship | +7. 90 & 100 C) #17. 40 & 60 ] #31. 80 & 90 
i records postpaid. 5 38.9 100 J) #18. 70& 90 = 3 32. oe 6 - Set No, 71—33'/, LP i 
|} 8.90% , Elementary Dictation L) #33. 100 & 110 . 00 
C1) Complete Set—$5.75 7 #19. 40 } #34. 110 & 120° 2 records—$5.00 ea. 
i Sets 41 & 42—$10.75 | 420. 50 & 60 ) Complete Set—$5.75 ) #1. 60, 70, 80. 90 1 
NAME [= Complete Set—$5.75 ) #2. 70, 80, 90, 100 
| Set No. 43—45 rpm - Set No. 51—45 rpm C) Complete Set—$8.75 i 
i _ 4 records—$1.75 ea. Set No. 46—45 rpm ‘as Set No. 72~33'/, LP ' 
1 ADDRESS J #9. 100 & 110 2 records—$1.75 eo. #35. 80 & 90 _ 2 records—»$5.00 ec. 1 
J #10. 100 & 110 Regents Examinations £36. 90 & 100 7 #3. 90. 100, 110, 120 
t } 11. 100 & 110 #21. 80 (N.Y. State [© 237. 100 & 110 ) £4. 10G 116, 120, 130 r 
O #12. 110 & 120 () #22. 80 Regentstests) ©) #38. 110 & 120 () Complete Set—$8.75 
{ CITY ZONE STATE C) Complete Set—$5.75 ©) Complete Set—$3.00 C) Complete Set—$5.75 ) Sets 54 & 55—$16.50 ] 
eee eee ee ee ee ae ee a a a a a ee a a a a a a a a a 


Vovember, 1957 








olivetti 








The Olivetti Lexikon is a true original, in 
the pleasing simplicity of its lines, in the 
“gentled” key action that cushions your 
fingers, in the satisfying look of letters you 
type on it. The Olivetti Lexikon Electric 
is equally special, in the way it looks 
(handsome) and the way it works (heav- 
enly). Wouldn’t you like to try a Lexikon? 
See your local Olivetti dealer. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 
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What makes an authoritative author ? 

We say background—and Marilyn 

: ; Ny ; ® Departments 
French certainly has that. A ASK THE EXPERTS, 6 


NOTES AND QUOTES. 11 

SECRETARIAL BOOKSHELF, 12 

editor of American Business VIEWS FROM THE FRONT OFFICE, 13 

HOW 10: HELP ARRANGE A DINNER OR CONVENTION, 19 
THE HUMAN SIDE: THE WOMAN IN AUTHORITY, 24 
WORDS CAN BE TEASERS, 28 

PLAN YOUR WAY TO PROFITS, 41 

OFFICE SHOPPING CENTER, 54 


top-notch secretary, an associate 


® Features 

AIR-BORNE SECRETARY, 15 
YOU'VE GOT A DATE, 20 

2 DIFFERENT WORLDS 


® Fashions and Beauty 

GOOD LOOKS COVER, 29 

THE CAREER-GIRL LOOK, 30 

MAKE YOUR BATH A CAMPAIGN, 32 
FODAY'’S SECRETARY GOES SHOPPING, 34 
STRAIGHT FROM PARIS, 39 

BEAUTY BUYS, 46 





® Shorthand 


magazine. a part-time teacher, she Rh a A 





combines brains and experience. THE SAGA OF ELMER, 22 
‘ : THE TEST, 26 
Her subject this month— FLASH READING: THE INDISPENSABLE SKILL, 40 
op 7 — ND FORGET, 5 
The Woman In Authority. FILE AND FORGET, 56 


® Secretarial Skill Building 


TAKE-OFF TIME SHORTHAND PENMANSHIP: JUNIOR AND SENIOR OGA TESTS, 42 
rYPEWRITING ARRANGEMENTS: JUNIOR AND SENIOR OAT TESTS, 43 
may be any hour, any day for our TYPEWRITING SPEED: COMPETENT TYPIST TEST, 44 


TRANSCRIBING SPEED PRACTICE, 45 


*Air-Borne Secretary,” Rose Pecora. 
Her boss, Leland Hazard, flies 
everywhere ; she does, too. 

Now she’s an expert at taking 
dictation at 12.000 feet, transcribing 
notes in a hurry—ideal traits in 

this jet-propelled age. 


ARE YOU LUCKY 
to be a secretary working in the 
LSA? Hildegarde David thinks 


you are—and judging by her tales 





ON OUR COVER: Just about indispensable—the 
wool knit dress. This one, a black and white 
popcorn knit, has elasticized waist for 

trim fit, a turtle neckline for dramatic 

effect. By Nelly de Grab. About $30. 

{t Saks Fifth Avenue stores. 








SUBSCRIPTIONS: Send subscription correspondence and change of address to Sub- 


poe . 7 Ah; : scription Manager, topay’s secretary, 330 W. 42nd Street, New York 36, N. Y. Sub- 
ol ecre tarial life be hind the [ron scribers should notify publication promptly of any change of address, giving old as 
( ane . . at es ~~ cati well as new address, and including postal zone number, if any. If possible, enclose 

-urtain, we think you re luc ky, too. an address label from a recent issue of the magazine, Please allow one month for 
“2 Different Worlds” will change to become effective 


4 Postmaster: Please send form 3579 to Today's Secretary, 330 W. 42nd St., New York 
probably convince you. “— = ¥. 
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... all you need is a pencil eraser and 


EAGLE-A TYPE-ERASE PAPER 


Yes, at the touch of an ordinary pencil eraser, typing 
errors “wipe” right off the surface of Eagle-A Type-Erase 
paper—leaving no smudge, no scraped look. Thanks to a 
special finish, you can erase a single letter, a word, a whole 
line in seconds. And when you type in the correction, 

you won't be able to detect your erasure! Ask your stationer 
for Eagle-A Type-Erase in bond and onion skin weights 
—it costs no more than any other good rag content bond 

or onion skin. Available in letter and legal sizes, plain 

or ruled...in packets or the Eagle-A “Hinge-Top” box. 


Secretaries and teachers: for free Type-Erase test 

sheets and Eagle-A’s unique Letter Placement Guide, write 
on your firm or school letterhead to Department S, 
American Writing Paper Corporation, Holyoke, Mass. 


FAGLE-A BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
15% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 

TY PE-ERASE: Bond, Onion Skin—with “built-in erasability”’ 
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In the time it takes to smoke a cigarette... 


LET US 
SHOW YOU 


The world’s finest 
standard typewriter 
with the world’s 


finest features! 


| 


Made for typists by typewriter experts, the Smith-Corona Eighty-Eight reflects 
fully the 65 years of experience which have gone into its development. Call 
your local Smith-Corona representative for a short, dramatic demonstration 


i 








you ned error control. 
you need error control, 


“% 


* 2 + 


Smith-Corona’s exclusive Half Spacing, the easiest, 





Clean, sleek and modern, 
faultless in performance. Page Gage tells you at a 


Liveliest touch on the mar- 
ket, Smith-Corona’s exclu 


simplest method of error 





Each and every distinctive 
Smith-Corona feature brings 
you the finest correspon- 


dence ... faster and easier. 





glance exactly how far you 
are from the bottom of 
your typed page. Saves you 
money and saves you time. 





control, permits the addi- 
tion or deletion of a letter 
in a word, and eliminates 
the need for total re-typing. 





sive Response-O-Matic A 


tion can accommodate the 
needs of any typist. Result 
faster, easier, tireless typing 


SMITH-CORONA 88 
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Many secretaries are 
loyal to  EraserStik 
7099 and 7099B — 
the all-utility white- 
polished beauty that 
changed a_ nation’s 
erasing habits. 











Others are crazy about our gorgeous 
new Redhead 7066 and 7066B — with the 
soft red typewriter eraser and red brush. 


Whatever your preference, EraserStik 
helps you turn out cleaner, neater work 
without strikeovers and ghosts showing. 
Because EraserStik is the new, the mod- 
ern, the better way to erase. 


Why work under a handicap? Start 
using EraserStik and the promotions will 
come faster. Your Dealer carries both 
styles. Call him today. 


A.W. FABER-CASTELL 


PENCIL CO., INC. © NEWARK 3,N. J. 















Ask the Experts... 





QO. Necentl uestion arose as to the 


. , 
ect use of our firm's name the following 


‘ We here at 


shall miss vou. Which is the correct way to 


senter lohansen ( Johansen’s) 


eter to the firn 


s Reference to vour company may be 


made in either of the two wavs that vou 


mention. the name Johansen 


If vou l-e 
as an abbreviated form for the full name 
of the « ompany. the tollow ing form would 


be correct: He 


vou, 


Johansen shall 


here at 


If the name is used 


rliss a-a pos- 


a= Slfore )be- 


He 


“in ilar 


cessive, with some noun sucl 
ng understood. the form would be: 
hereat Johanse ns shall miss vou. 


onstructions are heard dailv. such as: 


Please call for my order at the erocer's 


‘sfore), 





Q. My hess has asked me to prepare 


tenugraphers manual that will be distrib- 
ited to the secretaries and stenog phers n 
eur company, In this wav. the hysical ap- 
pearance af «our correspondence u l] hye 


standardized. Will vou please tell me where 
I may find information or a guide to follou 


for preparing this manual? 


4. You might write to several of the 
large corporations in your area for copies 
of their manuals. The supervisors are 
usually glad to co-operate in these mat- 
ters. You might also consult textbooks 
that have been published for stenogra- 
phers. Such book- will give vou useful in- 
formation on details that are included in 


the ac ceptable letter. 


Q. One of the secretaries in our office has 
been abbreviating thought as tho't. Is this 


correct?’ 


A. We know of no authority for the con- 
traction thot. although the form thot 
would be used in simplified spelling. 
Unless the custom of the office is to use 
simplified spelling in all its correspond- 
standard sne!ling she d be 


ence, used 


except in very tormal memos. In vour 


personal correspondence. of course. vou 
privileges 


prefer. 


are to choose the forms you 





to make 


isa way 


blind carbon copy notations in which the 
wt have to be removed from the 
method. 1] ur 
added to the off 
should not 


copies that are lo 


paper adaes al 
machine, ie t/ 
several 


carbon 


S$ same derstand, 


names may be 


CODES names that 
tvped on anv of the 
mailed. wol 


this me thod 


tid apprectate vour describing 


A. After the letter is typed. put the car- 
riage in the position where vou want to 
type the blind carbon copy notation. Raise 
the paper bail and carefully pull the orig- 
inal in front of the bail. Return the bail 
to its original position: then. lightly but 
firmly. hold the carbons in place with 
vour left hand. Raise the feed roll release 
and pull the original out of the machine. 
Then type the notation. This same pro- 
cedure may be followed for making addi- 
tional notations on the rest of the carbons. 

This method is a little tricky to learn. 
With a little practice. however. it should 
save a great deal of muss and fuss. 





Q. / know that usually a question mark, 
when used in a sentence that contains quo- 
tation marks. is placed within the quotation 
marks. Will vou give me an example of an 
instance where the question mark would be 


placed outside of the quotation marks? 


A. Here is a sentence ending with the se- 
quence of punctuation marks that you ask 
about: Did / understand you to say, “The 
train will be five minutes late”? 


Q. I'd like to know just what a secretary 


does when she is asked to take notes at a 


How de- 
tailed should her notes be? In what form 
] } 


aoes s 


business meeting or conterence. 


re write up her minutes? 


A. When secretary is asked to take 


notes at a meeting of businessmen. she 


FODAY s SECRETARY 





Business English ..... E. Lillian Hutchinson 


Secretarial Practice .. Madeline S. Strony 


Business Law ........ R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting .......... Alan C. Lloyd 
Business Arithmetic .. Vivian W. Kline 
arene Charles E. Zoubek 
are rrr ety V. Mae Sawyer 








may take only enough notes to report the 
happenings at the meeting or she may 
take down a verbatim account. The com- 
pleteness of her notes depends on what 
she has been asked to do. If she has been 
asked to make a report, she would record 
the highlights of the meeting and who 
said what. The greater her shorthand 
speed, the more verbatim the account will 
be. Also, the more she knows about the 
business or company, the better she will 
be able to decide which facts are im- 
portant enough to be included in the re- 
port. Usually, until such time as she 
knows what to include, she should make 
her report quite full, then turn it over to 
the person next in charge for editing. If, 
however, she has been asked to take a 
verbatim report, she would record and 
write up everything that.was said. 

Copies of the report should be dupli- 
cated on white paper or interoffice sta- 
tionery and sent to those who attended 
the meeting and other persons who would 
be interested. 


- 








Q. My employer is extremely reluctant to 
use the first person (I) in writing letters, 
most of which are of a sales nature and 
usually follow a personal contact. For ex- 
ample, he will dictate: It is expected to be 
in your area next week. Or: It is suggested 
that you visit us. 

iny suggestions that I have made for 
changing this particular type of construction 
do not meet with his approval. We both feel, 
in addition, that the use of such phrases as 
the undersigned is trite and obsolete. Would 


you please give us your suggestions? 


A. In recent years a great deal of em- 
phasis has been placed on the “you at- 
titude” in business letters. This does not 
mean, however, that the use of the first 
person is taboo. Indeed, the stilted and 
formal the undersigned—and similar 
phrases—is frowned upon. Too frequent 
use of passive constructions, as /t is be- 
lieved, instead of J believe, is also not de- 
sirable if they are overworked. 

It is often possible to avoid a seeming 
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MAGNETIC RECORDING 
om ptometer 


Ommander 


FEATURES... 
The amazing re-usable 
ERASE-O-MATIC belt with 


the lifetime guarantee. 


Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation —All| the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand... with Unimatic remote control microphone. 





True Voice Reproduction — Without garble or needle 


scratch. Your secretary can transcribe twice as fast 
and right the first time. 


No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 
breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. 





é Smptometer ( orporation F wo tigre 






New Comptometer Custom- 
atic — World's fastest way to 
figure . . . now faster than 
ever. Try it Free on your 
own work., Mail coupon. 


- 





Comptometer Comptograph 








Comptometer Corporation 
1708 Marshfield Ave., Chicago 22, Ili. 

In Canada: Canadian Comptometer, Ltd 
501 Yonge Street, Toronto 5, Ontario 

[] Arrange free office trial for me on: 
[) Send me literature on 

[}] Comptometer Commander 

C] Comptometer Customatic 

() Comptometer Comptograph ‘'220M”" 


Name - 
with new multipli- Fi 
cation key — more features rm 
than any other 10-key listing Address 
machine. Try it Free. City Zone .. State 























Or are you wasting his time and 
yours trying to remember who 
called. appointments. meetings. 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier. faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 
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emphasis of /, my, we, and our by trans- 
posing the phrase containing these pro- 
nouns so that they do not start the sen- 
tence or paragraph: During the week of 
December 2,1 plan to be in your area. 


Q. For the past six years, 1 have been secre- 
tary to the president ofa small college. My 
boss will soon be retiring. and it is ethical 
here for his secretary to resign at such a 
time. | would like to have some information 
on the proper proc edure to use in submitting 


my resignation. 


A. Direct your resignation to the board 
of trustees, if it is the board that hired 
you. If, on the other hand, the president 
hired you, your resignation should be di- 
rected to the neu president. Your resigna- 
tion should be written and sent as soon 
as the new president is elected. Specify 
that it is to take effect at the time of the 
president's retirement. By the way, the 
gracious thing to do—and really the only 
thing—is to help the new secretary all you 
can before you leave. 





Q. What is the correct way to type an ad- 
dress such as_ U.S. Civil Service Commis- 
sion, Washington 25, D. C., in order to have 
a three-line address? 

Also, should there be a space following the 
period after the D? 


A. The address of the U.S. Civil Service 
Commission could be typed in two lines 
as well as in three. The best arrangement, 
if for some reason you felt that the ad- 
dress had to be typed in three lines, would 
be to write District of Columbia as the 
third line. 

If you use the abbreviation D. C., there 
should be a space after the first period. 


Q. I very often become confused when I 
must hyphenate a word that begins with non. 
For example, is it correct to hyphenate 
nonrecurring? I have checked with my dic- 
tionary and could not find it listed. 


A. The dictionary cannot list all the 
combinations that have the prefix non (in- 
dicating a negative)—there simply isn’t 
enough space! Notice that a hyphen 
should follow non only when the word 
to which it is joined begins with a capital, 
as non-American. Therefore, you would 
not hyphenate nonrecurring. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Business Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 

















HERE’S 


CONVEMIENCE luo 


With These Top Quality 
WELDON ROBERTS ERASERS 































in convenient 


SPIRAL peas STO tar onty 
PAPER et 
WRAPPED 


for quick, easy, 
“pull-string’’ pointing 


Convenient pencil length and 
balance. Rubber stays fresh, 
protected by its paper wrapping. 
Save your time and temper by 
using these neat-and-fast-work- 
ing Weldon Roberts Erasers. 


Ask your office manager 
or stationer for them. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


World's Foremost Eraser Specialists 





FOR ERASING e 
BALL POINT INK & LEAD 
No. 138 BALL POINT. New formula 
GREEN RUBBER, particularly developed 
FOR ERASING INK, a 
BUSINESS MACHINE WRITING 
No. 378 Graypoint. Businesslike gray rubber 








Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~—~—+ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


} Nome 





| Address 








| city Zone—_ State 
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ELECTRI C. .the carbon paper 


especially designed for electric typewriters 


Your electric typewriter is only as good as the records it produces. That 

is why Panama-Beaver, leaders and pioneers in the development of 

highest quality carbon papers and inked ribbons for over half a 

century, have gone through years of research, taking advantage of their 

vast knowledge and selected skills to bring you “SELECTRIC.” This 

carbon paper has the cleanest finish ever, is easy to handle and gives you 

longer wear and service. “SELECTRIC” lets you erase without a trace! 

Panama-Beaver’s only business has been, is, and always will be to develop and MANIFOLD SUPPLIES CO. 
produce superior carbon papers and inked ribbons for all business machines. Srdiktyn, See 

Do yourself a favor—try “SELECTRIC.” 
Call your Panama-Beaver man, always a live wire! 
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Now...changing a ribbon is so clean and 
easy you can do it with white gloves on. 


“_ Ai- — 


It’s a snap! Lift out the old Twin-Pak... 


New Royal Twin-Pak ribbon 
comes rolled in two cases. 
Nothing to wind! Nothing to thread! 
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drop in the new. No more smudgy fingers! 


From ROYAL-a brilliant new typing 
speed and ease! Exclusive features include Twin-Pak, 


the clean and easy ribbon changer that takes the dirty work out of office typing 


Never before has a standard office type- 
writer offered you such brilliant typing 
speed and convenience...with such bril- 
liant-looking results. 


New Twin-Pak even makes ribbon 
changing a “‘cinch.”” You doit in seconds 
and never touch the ribbon. So no more 
smudgy fingers. 


And Royal’s new “brilliant action”’ is 
light as a whisper... fleet as a breeze. 
Keys have a faster, more comfortable 
“‘feel”...the touch is lighter, tailored to 
the length and strength of your fingers. 


Fact is, everything’s easier on this 


brilliant new Royal Typewriter. Paper al- 
ways goes in straight and square. Won't 
slip when you flip the paper release. 

A famous color stylist created those 
lovely Royal-tone hues to banish eye 
glare, brighten up your typing. In 
Cameo Pink, Sea Blue, Willow Green, 
Sandstone or Pearl Gray. 


Interested ? 
Drop a hint to your boss. Tell him 
this new Royal does more work . . . bet- 
ter-looking work... faster. Then prove 
it tohim. Call in your Royal Represen- 
tative for a free office trial. 


RQYA) | 


standard 
typewriter 
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Mii 
Product of Royal McBee Corporation, world’s 
largest manufacturer of typewriters 
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Why Do People Quit?....According to the National Of- 
fice Management Association, single girls (after 
surviving the first year) seek better salaries, more 
congenial work. Same for men. Marriage no longer 
means leaving the job; children, husband's transfers 
do. Interesting Footnote: NOMA discovered the av- 
erage Single girl is more than twice as likely to 

be fired than either a man or a married woman. 





Make Way for Electrics....Reports from the National 
Office Machine Dealers Convention indicate they see 
a big future in electric typewriters. A prediction 
was made that more than 50 per cent of all office 
machines would be electric in less than five years. 
Significant Trend: the demand for used and rent- 


al electrics now Spreading to schools and govern- 
ment offices. 





Portrait of a President....From the American Manage- 
ment Association comes this composite picture of a 
typical company president: An energetic man of fifty 
who earns $68,000, works fifteen hours beyond the 
normal work week, has trouble finding time for his 
wife and two or three children. He likes steak, 

ice cream, and pie; owns a house and two cars; is 
satisfied with his career; would like to travel 
more; will retire, but has no definite plans. 


It’s a Relative Matter....Many firms hire employees' 
relatives, but few actively recruit them, accord- 
ing to a recent survey. Two-thirds of the companies 
questioned will hire husbands and wives of workers, 
but many will not put them in the same department. 

A novel rule turned up in a Virginia insurance of- 
fice--"Female relatives of female workers may be 
hired, but not relatives of male employees." 


Going Up....Did you know it costs $1.70 to write a 
business letter today? In 1953 the average cost 
was $1.17; while twenty-five years ago, it could 
be done for just fifty cents. 


GOOD JOBS ARE HARDER TO FIND than last summer. Those 
drawing unemployment insurance--a good indicator of 
the number of full-time workers who can't find jobs-- 
now total 1.2 million....BALL POINT PENS lead the 
field in a general sales rise (15%) of pens, desk 
sets, and mechanical pencils....ADRIANO OLIVETTI, 
Italian office machinery manufacturer, has been named 
International Management Man of 1957 by the National 
Management Association and cited for fighting 
communism in Italy. 
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Stenograph is the machine way in short- 
hand. Words are written by sound, in 
plain English letters, or combination of 
letters. These printed notes never get 
“cold.” 


You can read the actual Stenograph 
notes below. Justread across—one word 
to each line: 





P E G 
H A Ss 
A 
P E T 
K A T 
s H E 
K A L S 
T H E 
K A T 
S P Oo T 





These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 


For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 


Stenographic Machines, Inc., Dept. T-1157 
318 S. Michigan Avenue 
Chicago 4, IIlinois 


Gentlemen: Please send more information about 
Stenograph machine shorthand 


Name 





Present Position 





Address 





City Zone 





State 





















































V to a desk 
small investment— BIG RETURN 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 


green-blue-sandtone-gray 
e less time wasted 
e better efficiency 
e less than 1'4c a day for one year 
with long life ahead 
Send for free comprehensive report on sharp- 
eners, Booklet Y,. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 
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Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 


destroyed. 


Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That’s the binding-filing-safe-keeping 
system that keeps all related papers together 


as long as you want them. 


Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 


your stationer to tell you more! 


ACCO PRODUCTS 
4 Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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shelf 


IT WON’T BE ALL NUMBERS to you once 
you've read the informative booklet, “Safety 
In Numbers.” Beginning with the most 
primitive methods of reckoning, the booklet 
gives a sprightly account of the evolution of 
our present decimal system using Arabic 
numbers. Under the heading “Wrong 
Numbers,” it points out that fuzzy figures, 
carelessly and illegibly formed, cost industry 





many thousands of dollars a year and cause 
misunderstanding and inconvenience in the 
home. Examples of many business operations 
that depend on handwritten numbers are 
given. A check list of 13 separate number 
functions that are usually handwritten serves 
as a useful reminder of the importance of 
writing clearly. Copies of “Safety in Num- 
bers” may be obtained by writing to the 
Handwriting Foundation, 1426 G St., N. W., 
Washington 5, D. C. 


WE HEAR A LOT about bringing outdated 
electrical outlet systems up to date in the 
home, but the same modernization is often 
needed in the office, where many more elec- 
tric typewriters and business machines are 
now in use. A new Wiremold Data Sheet, 
A-11, gives three suggested solutions to the 
problems of providing electrical outlets for: 
(1) an area which previously had one outlet 
in each of the side walls; (2) a room that 
calls for two parallel rows of desks on each 
side and in which there is only one outlet: 
and (3) an office where the arrangement of 
desks calls for more electricity at the point 
of use than the one wall outlet provides. This 
Data Sheet is fully illustrated, and all sug- 
gestions are clearly explained. For your 
copy, write to the Advertising Department, 
The Wiremold Company, Hartford 10, Conn. 


A REVISED EDITION of Smith-Corona’s 
popular “Tips to Typists” is now available. 
Written for secretaries who wish to increase 
the speed and ease with which they do their 
work, this booklet contains some basic typ- 
ing hints as well as little-known short cuts 
that increase typing efficiency. A few of the 
topics covered include margins, centering of 
paper and headings, better carbon copies, 
error control, and punctuation. Reference 
books for typists are also listed in a handy 
bibliography. Copies may be obtained with- 
out charge from Smith-Corona, Inc., 701 E. 
Washington St., Syracuse 1, N. Y. 


A UNIQUE METHOD by which most print- 
ing costs can be accurately computed in 
advance is stated in detail in a booklet en- 
titled Your Printing Costs Are as Follows. 
Up-to-date information is given on offset and 
letterpress costs—price can be quickly 
and easily determined when the size, color, 
and number of copies are known. Copies are 
available from Regina Services Corporation, 


118 East 25 Street, New York 10, N. Y. $1. 





ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
ony SLID 









Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO. Dept. TS-11 


2607 North 25th Ave. ® Franklin Park, Ill. 














EVERY 
1) i 03 
ERASURE 
BETTER 


SLAISDELL 
KLENZO 


PAPER WRAPPED 


ERASERS 


Correct errors 
quickly, cleanly. 
Save retyping 
many a letter. 


Try one today! , 


No. 534-T with brush 


No. 531-T 
with brush 


BLAISDELL PENCIL CO., BETHAYRES, PA. 
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VIEWS FROM THE FRONT OFFICE ON... 


Initiative 


1 monthly column featuring top executives’ 


views on vartous Office situations. 


KENNETH SILVER, Preside 


ATHERINE R. READY, Ass 


nt, Services Unlimited, and Kenneth Model Agency 


stant Director, Educational Service Department, Bristol-Myers Company 


KAY JOSEPHS, Author and Public Relations Consultant 


THOMAS EDISON ONCE SAID, “The 
chief function of your body is to carry 
your brain around.” Catherine R. Ready, 
assistant director, educational-service de- 
partment, Bristol-Myers, paraphrases Edi- 
son with, “One of the functions of a 
secretary is to carry her initiative and 
creativeness into her office and use these 
faculties to the best of her ability.” 

\ secretary must always be on the look- 
out for new and better ways to help her 
boss. To quote Kenneth Silver, president 
of Services. Unlimited, and Kenneth Mod- 
el Agency, “A secretary cannot afford to 
lack initiative in her job. If she fails to 
employ enough initiative, her boss can't 
ilford to keep her!” 

The surprising—and unfortunate—fact 
reported by our executive panel is that 
the initiative of many secretaries lapses 
once they have “landed the job.” Once 
“in.” they send their initiative “out” for 
arest. 

What happens to the initiative that a 
candidate for a secretarial position ex 
hibited during the before-the-job inter- 
view? If she’s young and inexperienced, 
she may be afraid of making mistakes. 
Or, she may be unable to work without 
supervision. Of course, there are many in- 
telligent secretaries who are using their 


creative powers to expediate their work. 


\LL THE PANELISTS, however, believe that 
the largest and most destructive reason 
for lack of initiative is the absence of in- 
terest in the job. Some of the ways a secre- 
tary can show interest and initiative are 
to handle telephone calls and people 
politely and set up the day's appointments 
with care. When the boss asks for her 
opinion, she should give a direct, thought- 
ful answer that shows she has sufficient in- 
terest in the business to find out what it 
is all about. She might also suggest that 


she could answer routine letters. 
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The boss. indeed, will welcome such 
overtures, for. as Ray Josephs, author and 
public-relations consultant, states, “The 
modern executive knows that a big part of 
his job is delegating responsibility. As 
full co-operation develops between a boss 
and his secretary, she learns what mail 
she can answer for him, what appoint- 
ments she can make or break, and when 
she should check with him for his de- 
cision or trust her own judgment.” 

The clue, then, lies in a kind of give- 
and-take relationship in handling the 
business of the day. 

“| often have separate discussions with 
two of my secretaries, Claire Lee and 
Barbara Blaire, to discover which matters 
they feel they can handle,” says Kenneth 
Silver. “In this way, I can give them a 
thorough briefing so that they are able to 
do a good job.” 

Can initiative be carried too far—can 
a secretary become too aggressive? “The 
most successful and admired secretary,” 
answers Catherine R. Ready, “finds that 
happy balance of active initiative that 
does not overstep into the realm of ag- 
gressiveness. She achieves, through polite- 
ness and friendliness, an excellent work- 
ing relationship with her boss’ other em- 
ployees and business associates.” 

Being in a position to gather informa- 
tion from other workers, the secretary. 
when such an “open door” policy exists 
between herself and the boss, should not 
pass on any facts she may have heard as 
catty gossip or hasty judgments. She 
should present all information to her boss 
as a further aid to understanding the sit- 
uation. 

\ word of advice—and caution—from 
Ray Josephs: “Lack of interest in the job 
is bad for both the secretary and the boss. 
and there's only one cure for that—move 
on to a secretarial job that does interest 


999 
you. 





Now Heyer ottere 
Push-button Duplicating 


ot little more than the 


price of some 
hand-operated 
machines 







a Wace 
CONQUEROR 


SPIRIT DUPLICATOR 


QQ Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors... at a frac- 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important... 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark II offers all this, plus new 
engineering improvements . . 
that can’t be matched! 


Send for 
this FREE 
Booklet 
TODAY! 


. at a price 





ee ee 
! The HEYER Corporation 11-57 | 
1823 S. Kostner Ave., Chicago 23, Ill. 
Send additional Mark II information. | 
| Please send FREE 16 pg. booklet on Heyer | 
| Mark I] Conqueror duplicators. 
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Photographed at Stouffer's ‘Top of the Rock,’’ Chicago. Clothes by Bonwit Teller. 
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thanks to her REMINGTON® ELECTRIC typewriter 


And no wonder — electricity does the work — 
helps today’s smart women of letters 
turn out such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 


Remington. Mand 


DIVISION OF SPERRY RAND CORPORATION 
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Rose and her boss, Leland Hazard, check the expense account from the latest trip. 


OSE PECORA is one girl who can claim the title 
“air-borne secretary.” 

Not that Rose has a pilot's license or spends all her 

time in an airplane. But as secretary to one of the na- 

tion’s busiest—and “flyingest’—executives, Rose has 


logged almost as many air-borne working hours as some 
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pilots. She’s on the move often—and really likes it. 

The term “working hours” should give you the idea 
that Rose Pecora isn’t going along for the ride when she 
accompanies her boss, Leland Hazard, on one of his fre- 
quent business trips. Mr. Hazard, who is general coun- 


sel, vice-president, and a director of the Pittsburgh 


15 
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Headquarters when “earthbound” 
is No. | Gateway Center, overlooking 
Pittsburgh's new Golden Triangle. 


Plate Glass Company, author of numerous articles in 
leading publications, chairman of the Metropolitan Pitts- 
burgh Educational Television Station, a director of the 
Pittsburgh Symphony Society, and a director of many 
other community activities, is a dynamic individual who 
can dictate on the walk, run, or while traveling at 300 
miles an hour in an airplane. And when Rose joins him 
on a flying trip, she is up there to work, taking short- 
hand or occasionally transcribing her notes many thou- 
sands of feet in the sky. 

One way or another, in fact, Rose is usually up in the 
air. Her office is on the 12th floor of No. 1 Gateway 
Center, Pittsburgh Plate Glass Company’s plush head- 
quarters overlooking Pittsburgh's Golden Triangle. 
Rose’s office, paneled and thickly carpeted, adjoins Le- 
land Hazard’s larger and pin-neat suite which has a 
magnificent view of the confluence of the Allegheny, 
Monongahela, and Ohio Rivers. 

While the outside view is a blend of natural beauty 
and Pittsburgh’s new glass-and-metal skyscrapers, the 
interior sights are almost as breathtaking. Rose walks 
along corridors lined with tinted plate-glass panels, 
passes through tempered-glass doors, sits at a desk cov- 
ered with an inch-thick slab of glass, and, in general. 
works in a world of glass and aluminum. 

“Fitting surrounding for the company that makes, 
among other things, nearly 40 per cent of all the plate 
glass and window glass sold in this country,” Rose com- 
ments. “But unfortunately I seldom have time to appreci- 
ate either the outside or inside view. When Mr. Hazard 





Final check, then off again! Rose is ready to accompany her boss on one of his 
frequent flying trips, knows she'll be taking notes enroute. 


is in town there is hardly a vacant minute in the day. 
And even when he is away from his desk—an average 


of two days a week—our busy routine prevails. Then | 





have to handle all telephone calls, report to Mr. Hazard 
via mail or phone on the day’s activities. and try to catch 
up on the filing I couldn't touch when he was in town.” 

When her boss is in town, Rose’s work day begins at 
8:30. “Actually we have no rigid schedule—that would 
be impossible with all the demands on Mr. Hazard’s 
time—but we try to attack the mail problem first. My 
first chore is to sort the daily mail and decide what needs 
immediate attention, what can wait. and so forth. If we 
have a particularly tight schedule for that day, I may 
set aside the important correspondence for Mr. Hazard 
to take home that evening.” 


FROM THEN ON ANY PREDETERMINED SCHEDULE usually 
flies out the window. Rose’s—and her boss —work day 
becomes a succession of people, telephone calls, confer- 
ences, and dictation. 

“We try to squeeze in dictation wherever possible.” 
Rose says. “Between callers, at lunch. in cars, and. of 
course, on the airplane.” 

The company maintains two DC-4’s for use of PPG's 
ubiquitous executives. The interior of each plane is set 
up like a lounge, with a broad table at one end to serve 
as a desk. It is on this table that Rose may set up a port- 
able typewriter, assemble important papers. or rest her 
shorthand notebook. 

“It's wonderful to take dictation from Mr. Hazard,” 
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se: {ll's well!” Rose reports on the dav's 
activities to boss Leland Hazard. who works “outside 
the offic e” at least two days each week. 
























Rose Pecora’s travel-wise tips—small 
suitcase that is always 
ready, cosmetics kept in 
plastic bottles 


Rose says. “and for a very simple reason. He can write 
and read Gregg Shorthand as well as I can. You see, his 
father ran a business school in Kansas City, Missouri, 
and Mr. Hazard has never forgotten the Gregg he learned 
there as a hoy mig 

The fact that her boss knows Gregg works to Rose’s 
advantage in a number of ways. “He paces his dictation 
so that it is easier for me to take notes; and when it 
comes to forms that are similar to other forms, he'll 
search around for a different word.” 

The length of Rose’s airplane trips varies from short 
hops Pittsburgh to New York—to extended business 
trips. If Leland Hazard is on his way to Europe, for in- 
stance, Rose will accompany him as far as New York, 
taking pages and pages of last-minute notes. Then, likely 
as not. she will remain in a hotel room transcribing the 
notes—or taking more dictation—until Mr. Hazard’s 
ight departs for the Continent. 

Once in a while. though, she gets the chance to visit 
some pretty interesting places. For example, when Le- 
land Hazard attends a big labor conference, Rose usually 
xoes along. And generally these conferences are held at 
Miami Beach or some other resort city. 

“Il always manage to get a good suntan at these con- 
ferences.” Rose says, “but you'd be surprised at how this 
comes about. You see, it’s just as easy to talk terms be- 
side a swimming pool as it is over a desk in a conference 
room; so, when Mr. Hazard gets together with various 
labor leaders and other executives for general discus- 
sions. more often than not it's beside a crystal-clear pool 


(Continued on page 48) 
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Compiled for Today’s Secretary by John Markus 
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Help Arran 
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in-a-while jobs. Suggestion: Keep these 


BY PEGGY NORTON ROLLASON 
(Number Three of a monthly series on how to handle special once 
pages in your own “*‘How To” file and send your requests for topi« to be discusse 


@ Along about the time you're begin- 
ning to make a mental shopping list for 
your annual family Thanksgiving Din- 
ner, your boss may surprise you with a 
brand new assignment. 

“We've decided to go ahead with that 
dinner in honor of J. B..” he says one 
day during your regular morning confab. 
“The Big Boss wants me to handle the 
arrangements for him. See what you can 
line up for me, will you?” 

This does not mean, let us hasten to 
assure you, that your employer expects 
vou to do all the necessary work for him. 
Not only would that be a physical im- 
possibility for any one person, but also 
In all 


likelihood, he wants you to help him 


he couldn't spare you that long! 


draw up a plan of action he can present 
to the planning committee. 

Yours may be the rare boss who knows 
exactly when, where, and how his chief 
wants the dinner given, who's to be in- 
vited, how much is to be spent, ete. but 
its best for you to assume that nothing 
is definite. 
BEGIN BY MAKING UP A CHECKLIST of 
points your employer will have to settle 
in conference. 

1. The date and time: This depends 
on a number of factors, not the least im- 
portant of which are the availability of 
the guest of honor and the convenience 
for your company officials, the toastmas- 
ter, other guest speakers. The dinner 
should not conflict with any religious 
holidays or business conferences known 
to your profession. An alternate date 
should be selected—just in case. 

2. The location: If you know the Big 
Boss’ favorite restaurant or hotel, this 
may not be too difficult. If time is short, 
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hewever, you may have to make a second 
Check the classified 


directory for available banquet facilities. 


or third choice. 
Ask for descriptions and prices of vari- 
ous-sized rooms, but be sure someone 
actually sees all the places before a con- 
tract is signed. Get a written option on 
the preferred dates before the first com- 
mittee meeting. Only the person author- 
ized by the committee should sign the 
contract in your company’s name. 

3. The menu: The hotel’s banquet de- 
partment will assign a man to help the 
committee make its final arrangements. 
He will give you menus in all price 
ranges, information on liquor, tipping, 
cloakrooms, and any special services. (If 
the affair is not being given in a hotel, 
your boss may want you to find out about 
setting up a portable bar and hiring a 
bartender.) Don’t forget the flowers for 
the dais and for the feminine contingent 
—wives, daughters, etc. of VIP's. 

This 


is something you can’t pull out of thin 


1. The guest list and invitations: 


air. But once the guest list has been com- 
pleted, type it on three-columned sheets 

name and address, acceptances, refus- 
als. Make a few extra copies for other 
committee members. 

You may have to handle the invita- 
tions. If the list is small, typed letters 
may be sent. Or your employer may pre- 
fer to have engraved or hand-lettered in- 
Be sure the date, exact 
ticket price (if 
any), and type of dress are included on 
all forms. And don’t forget the RSVP 
problem. With informal letters, it may 


be permissible to enclose return post- 


vitations made. 


time, place, address, 


cards. Formal invitations should include 
RSVP. the return address or telephone 
number, and return envelopes. 


d in future issues.) 


5. Finances: Naturally if this is a 


subscription affair, arrangements will 
have to be made by the committee for 
recording and handling the checks re- 
ceived. Tickets will be required and 


probably a form for 


printed listing 
guests at each table. However, the guest 
of honor, all speakers at the dais and 
their ladies, and members of the press 
will be your company’s guests. 

6. Seating arrangements: The commit- 
tee must work out a plan by table num- 
ber, perhaps individually by choice or 
alphabetically as replies come in. The 
seating plan of the dais is important. If 
there is not enough room for the wives. 
they should be seated at the best tables. 
Remember to type extra seating lists for 
the banquet department. 

7. The guest of honor: Very few din- 
ners are given for a guest of honor 
without some permanent memorial being 
presented. The type of memento varies 
widely depending on the person, the or- 
ganization, and the occasion; but if it 
involves lettering or engraving, be sure 
enough time is allowed for this vital job. 
Who is to 
Is transportation to be pro- 
vided? Will he need a hotel room? 


Other important questions: 
meet him? 


8. The program: There will undoubt- 
edly be a toastmaster and guest speakers. 
The committee should draw up a de- 
tailed time schedule of the entire eve- 
ning, then verify each speaker's topic so 
there will be no embarrassing duplica 
tions. The toastmaster and speakers 
should receive copies of the program. 

Here again, a special printing job will 
be needed for the souvenir program, pos- 
sibly 


listing both the menu and_ the 


events. All such material must be dou- 
(Continued on page 47) 
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‘YOU'VE GOT 
A DATE 


BY BARBARA HABLEY 


A> FAR AS Sue’s boss is concerned. she should be named *\liss 
6 Secretarv of This Year.” or anv vear. for that matter. Het poise. 
personality. and performance (what he likes to call the three “P's ) 
score nothing but points in her favor. He is especially grateful for one 
thing: she keeps a careful note of everything—in its proper time and 
place. You see. Sue's boss is a busy man: and his many appointments. 
letters. phone calls. meetings. and luncheons demand careful scheduling 
months in advance or at a moments notice. 

Both Sue and her boss may be fictitious. but the slightest resemblance 
to every secretary is definitely intended, Almost any duty that Sue 
performs requires a knowledge of when to do it or the date on which it 
must be completed. Letters must be dated the day they are typed. 
luncheons must not conflict with each other. the budget meeting must 
be held on the first of each month—and so it goes. You're all familiar 
with such routine but important details. 

What helps Sue—and you—keep the various “deadlines” straight? 
The obvious answer is a calendar. Yet. you may often look at your 
calendar and (in a way) overlook it! 


ONE GLANCE AT A DESK CALENDAR will give you this information: the 
present day and date; and calendars for the past. current. and the next 
months. Most desk calendars also include the number of “days past” 
and “days to come” so that you may quickly reckon thirty days ago or 
ten weeks from a particular date. (Ten weeks from today may be 
figured by adding seventy to the “days-past™ figure and turning to the 


proper page. ) 


Ever Readys “Number 717°—a_ double 
page, loose-leaf calendar with appointment 
hours. Calendars for past, present, and com- 


E. L. Freeman Company’s “Time Guide” is 
a flat-opening “wire-o-bound” calendar for 





ing months visible at a glance: space is also 
available for daily memoranda. Base is 
equipped with patented “Snap-on” arch for 
easy removal of refill pads. Comes in wal- 
nut, gray, desert sand, and mist green. Ever 
Ready also makes a pad-style calendar. 
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use on your desk or in a brief case. Dates, 
appointments, future developments—there’s 


space for all. Work may be easily planned. 
The “Time Guide” is printed on light-weight 
index stock. Other items in the E. L. Free- 
man line include the “Elfeo” Pocket Diary 
and the Academic Calendar. 











“Work-A-Day.” one of the models of desk 
calendars made by Keith Clark Ine., is 
adapted for memorandum use with half-hour 
appointments. New scuff-proof bases for all 
Keith Clark desk calendars come in modern 
vray, mist green, desert tan, and walnut. 
Bases have a new angle incline for easier 
writing and visibility—this styling is part of 
the company s complete line of calendars. 


ot 
i 






Out k reference to dates over an eleven-vear 
period is available through an exclusive 
feature of all “Success” Desk Calendars. Ex- 
tra pages at the back of the pad contain cal- 
endars for the five preceding and the five 
future vears. Bases come in walnut or metal- 
lic gray stvrene. Pad is lithographed—in 
two colors—on bond paper. (Manufactured 


by Columbian Art Works, Inc.) 





Among the desk-sized appointment books 
bearing Nascon’s “At-A-Glance” trademark 
is a variety of interior formats for noting 
engagements. Shown here, the Day “At-A- 
Glance” that gives a full day of quarter- 
hour appointments from 8 a.m. to 9 p.m. on 
a single page. Cover is available in library 
colors of simulated leather. (File an ap- 
pointment book as a permanent record. ) 
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The current date is printed at the top of the page in 
large, bold type. The day of the week and the date are 
shown in small type at the bottom so that you may lo- 
cate a date by simply flipping through the pages. The 
months are printed in small calendar form. 

The remainder of the page may be lined or blank, 
depending on your preference. Page styles showing 
hourly appointments are also available. What's your 
pleasure ? 

Almost all desk calendars include several types of 
reference information. There is space for telephone 
numbers or a record of birthdays to be remembered. 
Some have tables of weights and measures, days be- 
tween dates. rules for computing interest—the list is as 
varied as the number of appointments that you must 
remember each week. Most desk calendars provide 
space for notations that you will want to make on next 
vears calendar; and all have past. present, and future 
vearly calendars printed on top and bottom cards. 

These features are generally combined into two basic 
types of desk calendars. Those calendars where the 
sheets are torn off each day are called the “flat.” or 
“pad.” tvpe. The second style is the “arch” type the 
pages are turned over and retained. The pages of the 
second type are loose-leaf and are easily kept right on 
the pad for past—and future—reference. 

An amplification of the desk calendar is the desk ap- 
pointment book—it contains many of the same features 
as do the styles described above. except that there is 
more specialized space for marking and maintaining 
business engagements. Also, it is more private, as it is 
bound in the same manner as a regular book. 

Some desk calendars. however. do not fall into these 
categories. They are simply composed of a lucite or 
plastic stand, with the calendar itself printed on a card 
that is inserted into the holder. On these models. there 
is space enough for only the briefest notations. 

The size of the calendar that you select will depend 
on the amount of information (in addition to the day, 
month, and year) that you require it to furnish and the 
extra space that you need to make additional reminders. 

Newest development in desk calendars: colors that 


Calendar cards and pads may be used on 
your desk at home or in the office. The frame 
of this model, by the National Blank Book 
Company, Number “55-901,” is in clear 
lucite. The calendar cards are acetate- 
protected and give present, past, and future 
monthly calendars. The company also makes 


have plastic or anodized aluminum bases. 


Contemporary design 
Calendars, products of 
elephones: shadow 


blue, ‘ lassi ivory, 


and mistletoe green—plus brown, gray, and 


a variety of loose-leaf desk calendars that black. Colors can also be matched to the 


company's line of desk accessories. 


match the modern trend in office decor. The standard 
brown bases are still available, but you may now choose 
from such colors as yellow, green, blue, ivory, beige, 
and red. Match your other desk accessories—pen 
holder, stapler, blotter, and even your telephone—with 
the same color. 

You may purchase refills that each company makes 
to fit its particular models. The cost each year is negli- 
gible, amounting to only a few cents per week, depend- 
ing on the size of the calendar. 

The uses for a desk calendar are many more than you 
might at first imagine. Here are a few: 

1. Upon getting your desk calendar for the new year, 
transfer the memos. names and addresses. and other 
important notations to next year’s calendar. 


2. Mark special dates in advance. 


3. Note all future appointments. Sometimes you may 
want to make a reminder-note of an appointment several 
days before the event, in addition to marking it on the 
date itself, 

1. Jot down miscellaneous expenses, then add them 
up at the end of the week or month. 

3. Use your calendar as a diary. It will give you a 


yearly record of all engagements. 


THE FOLLOWING COMPANIES will be happy to send you 


further information. Ask to see their complete line. 


Keith Clark. Inc... 130 W. 42 St.. New York. N. Y. 
Columbian Art Works, Inc... 2300 W. Cornell St... Mil- 
waukee 9. Wis. 


Ever Ready Calendar Mfg. Co., 150 Bay St., Jersey 


(ay 2, NK. 5. 
E. L. Freeman Co.. 548 Roosevelt Ave.. Central Falls. 
R. | 


Nascon Products Division, Eaton Paper Corp., Pitts- 
field, Mass. 

National Blank Book Co.. Holyoke. Mass. 

Stark Calendars, Inc., 100 Bissell St.. Joliet, Il. 

Wilson Jones Co., 209 S. Jefferson St., Chicago 6, Ill. 

Wilson Memindex Co., 149 Carter St., Rochester 21. 
Me 3s 


of both the calendar Daydex “Page-A-Week” Memo Calendar 
pad and base—is a feature of “Tempo” Desk (Model “E”) gives you a backrest to hold 


the Wilson Jones 


the current week; a plastic movable arrow 


Company. Bases take their color cue from to indicate the present date: and past, 


present, and future calendars, Use one page 


cherry red, rosewood beige, sunlight yellow, for each week. Colors are antique ivory, 


mandarin red, olivette, and cinnamon. The 
Wilson Memindex Company also manufa 


tures several other memoradum devices. 
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i ip THE AVERAGE AMERICAN 

SECRETARY. the decision to pull 
up stakes and move—to another city. 
another state. even to another job is 
usually a momentous one. It takes 
thought, planning. and usually more 
than a modicum of enterprise and 
courage; for it means leaving the fa- 
miliar—family. friends. locale—for 
the unknown. Exciting. yes. but a lit- 
tle frightening, too. 

Imagine then the courage it would 
take to leave the country in which you 
were born—the country in which you 
had spent all your life—for a land 
whose people. customs, and language 
were totally unfamiliar. It would be 
more than a little frightening. 
wouldn't it, particularly if you were 
a pretty, young secretary without the 
faintest idea of what the future 
would hold? Yet this is exactly what 
Hildegarde David did—fleeing dur- 
ing the Hungarian uprising in her 
native Budapest to safety on the west- 
ern side of the tron Curtain——first in 
\ustria. then in New York. Quite an 
undertaking for a young girl. 

She has little to say about how she 
reached Vienna——only reports that the 
trip was long. hard. and very cold. 
When asked why she left Hungary. 
her reply is so simple. so direct. that 
you almost feel ashamed for having 
asked. Says Hildegarde, “If you had 
spent ten years under communist rule, 
you would want to leave, too.” 

Now, less than a year after her 
flight. she’s working for an industrial 
manufacturer in New York. She’s 
studying English—she didn’t know 


one word of it when she arrived 


and preparing for the executive sec- 
retary s job she hopes to have even- 
tually. by observing as much as she 
can in the office and practicing on a 
friend’s electric portable at night. In 
spite of the language difliculty, she’s 
managing very well. 

Hildegarde’s job is a typical secre- 
tarial “beginner's iob.” She handles 
personnel correspondence “in an ex- 
tremely conscientious and industrious 
way.” according to her boss. But it’s 
a far cry from the secretarial job she 
held at home for five yvears—in more 
ways than one. 

“American secretaries have every- 
thing—" Hildegarde states, “prestige 
positions. beautiful offices. the most 
modern equipment. More important. 
they are individuals—with freedom 
to work how. where. and when they 
please.” 

Not so in Hungary. There the gov- 
ernment dictates hours. wages. and 
working conditions. Once you obtain 
a job usually through the efforts of 
a government-dominated union you 
could easily stay in the same position 
forever. There is little or no chance 
for advancement. As for raises. 
they re unheard of—unless, through 
some chance. the government decrees 
a general pay increase. Any com- 
plaints about working conditions are 
best kept to yourself, 

Offices contain the usual array of 
desks, typewriters and supplies, with 
much of the equipment bearing a 
“Made in Russia” tag. But the plush 
oflices seen so often in America would 
be inconceivable to a Hungarian 


oflice worker. 


(Continued on page 53) 


















































By MARILYN FRENCH 


\N THE FIRST article of this series, we listed five 

kinds of office problems mentioned by my Human 
Relations in the Office class at the Central Y.M.C.A. 
of Chicago. Problem number one involved “understand- 
ing myself.” The second biggest worry was supervision 
—how and how not to supervise in the office. 

Although only seven women in the class were super- 
visors, all 35 students were interested in their problems. 
Some hoped to attain a supervisory position; the rest 
believed that understanding a supervisor's responsibil- 
ities would help them get along better with their su- 
periors. And, as one, girl pointed out, women 
supervisors had an added burden. “You have to be 
twice as good if you're a woman, just to prove that you 
can handle the job!” 

While the idea of women managers is gaining ground 
even in traditionally “male” industries like steel, there 
are, according to my class, some holdouts—banks and 
railroads, for example. But prejudice against women in 
managerial posts is diminishing. We can no longer sit 
back and use “discrimination” as an alibi for lack of 
ambition. 

Happily, there is something you and I and all the 
other white-collar girls can do to remove the last traces 
of bias. Let’s make up our minds to co-operate whole- 
heartedly with women bosses. As more and more 
women make the grade in positions of authority, the 
gates will open that much wider for you and me. 

The first thing to do is to learn more about the 


24 


the. human 









side 





THE WOMAN 


situations that confront women supervisors. Here are 
five typical problems: 


1. To understand those in my charge better, I'd like to 
know just what people expect from their jobs. 

The class divided into groups of five to discuss this 
point. Then, through a spokesman, each “buzz ses- 
sion” group named the five things it felt were most 
important to employees. Although the groups agreed 
on several factors, each presented them in a different 
order. 

Over and over. the groups mentioned “recognition” 
and “appreciation.” Other important wants were: a 
feeling of being “in” on things; work that is interest- 
ing; a sense of accomplishment; a chance for advance- 
ment; a good salary. 

The class decided that the simplest and best method to 
understand others was to apply the Golden Rule. “Most 
people are basically alike,” explained a pert secretary. 
“What pleases you probably will please others. And 
what irritates you is likely to irritate them, too.” 


2. How can you give an order or state a rule without 
making the employee feel it is a command ? 

Several ways of accomplishing this without causing 
resentment were offered by students who had used them 
effectively. A supervisor from an appliance company 
advised, “Always ask in a pleasant manner. Give the 
employee the feeling that you are co-operating with her 
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and she, in turn, will certainly co-operate with you.” 
Another student. employed by a bedding manufac- 
turer, advocated the “play back” “First, | 


done, clearly and completely. 


technique. 
explain what is to be 
Then | ask the employee to ‘play back’ the instruc- 
tions. to be sure she understands them. The ‘play back 
gives me a chance to correct any misunderstanding o1 
answer any questions. And having her put the assign- 
ment into her own words also makes it seem like a co- 
operative venture, rather than an order.” 

Building on these ideas, the class formed a set of 
rules for assigning work: 

(a) Never command subordinates to do something: 
always say “please.” 

(b) Explain as fully as possible why the job has to 
be done. 

(c) Give explicit instructions. 

(d) Ask the employee to “play back” the instructions. 

(e) When the job has been finished. say “thank you” 
This will 


and compliment good work. future 


assure 


co-operation. 


3. How do you get typists and stenographers to work 
at the pace they are capable of, instead of spending hal} 
their time talking about recipes, housework, dates, etc.? 

This question reminded me of the direct-mail letter 
The letter 
began, “Every cockroach on your premises is there with 


used for years by an insecticide maker. 


your consent.” When people waste time or show little 
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interest in their work, it suggests that the supervisor 
should take action. Few people are self-starters; most 
of us need prodding. It is the supervisor's job to see 
that the work gets done, and everything that is accom- 
plished, of course, is done through people. 

“Sometimes, there are too many people in the de- 
partment,” a supervisor remarked. “In one section, 
we had a large staff to handle orders that came through 
every We'd all work fast to complete the 
could sit and talk until the 


half hour. 

rush orders, and then we 

next batch arrived. 

When work did 
Half the staff. work- 


ing at a steady pace, could have typed the same num- 


“The gab fests spoiled us. come 


through, we felt imposed upon! 


ber of orders every day.” 

Distributing the work load more evenly is one an- 
swer. If people still have time on their hands, one stu- 
dent suggested getting them to plan ahead for possible 
rush jobs—making “sandwiches” of carbon paper and 
copy sheets, checking supplies, sharpening pencils, ete. 

“In drastic cases,” advised an experienced business- 
woman, “the supervisor should have a_heart-to-heart 
talk with the chief offender and enlist her help in stop- 
ping the distractions. If that fails, she should warn the 
chatterbox that she has two choices—to co-operate, or 
to be dismissed. One mischief-maker can ruin a whole 
department.” 


1. How can you make an employee feel that her ideas 
are welcome or that she participated in solving a prob- 
lem, thus keeping everybody happy? 

“Ask an employee for advice once in a while,” urged 
a student. “She will be flattered, and it will start her 
thinking about your problems.” 
her advice,” chimed in a 


“Even if you can't use 


supervisor, “you can avoid disappointing her by ex- 
plaining that her idea suggested several other ideas, one 
She still will 


feel that she has contributed something helpful.” 


of which seemed to be the best solution. 


5. Hlou 
possible 7 
The class offered a number of suggestions on this 


Some of the best: 


can you break in newcomers as quickly as 


point. 

(a) Set up a program and work with the newcomer 
all the way through. 

(b) Show a personal interest in her. 

(c) Encourage her to ask questions and then an- 
swer them completely. 

(d) Have a folder of instructions or a correspondence 
manual she can refer to easily. 

(e) Correct her mistakes tactfully as soon as you 
notice them, to avoid letting her form bad work habits. 

The questions above indicate some of the things that 
bothered supervisors in my class. But, no matter what 
the problem, the group agreed that the good super- 
visor would find a solution, whether she used the scien- 
tific facts, decide. take 


action. and check results—or whether she relied on that 


method—get the weigh and 


special sixth sense. woman's intuition. 


to 
1 | 





The president frowned. “Their qualifications are equal; I can’t choose between them.” 
Yyvec we 


THE TEST 


by RAYMOND DREYFACK 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 55) 


words | Die apne 


Should “E” Be Inserted? 


In some of the following words an e should appear in the space following for. In others the space 
should be closed. What's your score? 


for lorn 9. for father 
for sake 10. for bid 


‘. for vive a. Jer voing a for vet 


for most 1. for bearance 6. for cast 


What a Short Prefix Will Do 


The addition of a two- or a three-letter prefix to these words will change the meanings of the words 
to their exact opposites. 





|. partial 3. regular >. legal 7. usual 9. mobile 
2. capable lL. sense 6. noble 8. possible 10. existing 


“Ing” Is Not Always a Word Ending 


These definitions indicate words in which ing appears either at the beginning or within the word. 
What are the words? 





1. Frank. open. 6. Fixed deeply. 

2. A mass of metal cast in a mold. 7. To bring oneself into favor. 

3. A spice. 8. Part of the hand. 

1. One of the parts of a mixture. 9. Lack of appreciation. 

5. A cotton cloth woven in stripes and plaids. 10. A transparent variety of mica. 


Matching Synonyms 


For every word in Group | there is a word in Group II that means very nearly the same thing. Match 
the words. 





I I] 
1. subjugate 6. discord a. not real f. an associate 
2. obscure 7. incessant b. negligence g. sedate 
3. permanent 8. absurd c. indistinct h. ridiculous 
lL. artificial 9. carelessness d. dissonance i. unceasing 
5. staid 10. colleague e. enslave j. enduring 
Unnecessary Kuphemisms : 


A mild or inoffensive word that is substituted for a more blunt one that may offend or suggest some- 
thing unpleasant is known as a euphemism. Though some of these words may express kindness, as in 
dealing with bereaved persons, yet in business and impersonal situations they are unsuitable. Substi- 
tute the words for which the following expressions are euphemisms. 










|. pass away or pass on 6. unemployed 

2. laid to rest 7. Misrepresentation 

3. financially embarrassed 8. public relations counsel 

lL. overactive imagination 9, paying guest 

5. senior citizens 10. a woman of generous proportions 
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New season, new look 
Chesterfield, designed by 
Arthur Doctor, with shaw! 

collar in fashion's favorite— 
Raccoon. Colors: natural, 
red, black/white and brown/ 


white tweed. Sizes: 5 to 15. 
About $80. 





Hat: Sally V Raccoon Beret. 













































































A. New overblouse by Judy Bond that 
can go from desk to date 

with a simple change of accessories. It’s 
fashioned of soft, washable 

orlon and wool jersey, features a 

classic jewel neckline. single high 

por ket. and belou -elbow sleeves. 
Colors: white, taupe, blue, black, 

moss green. gray. red. About $6. 


Jewelry by Kramer. 


B. Strictly feminine version of 

the beloved blouse that “goes 

with everything.” Pretty starlike 
Howers are embroidered on collar 

and blouse front. Collar may be 

worn open or closed. Made by 

Judy Bond—in a blend of nylon. 
dacron, and cotton. Colors: white. pink, 


biue. natural, gray. About $6. 


C. The Italian look in a dress of 
Heller’s fine wool rib jersey 

Soft roll collar, fur-look belt, slim 
styling make this a « areer-girl 

find. A beautiful basic—with 
limitless possi bilitic s for a go- 
everywhere future. By McKettrick. 
Sizes: 10-18. Colors: black, red, 


royal. Price: $22.95. 


D. Slender stripes have been fash- 

ioned by McKettrick into a ste p-in 

dress, scarfed and fringed for dramatic 
understatement. The fabric: Alamac’s 
T'halspun,. a well-behaved orlon and 

wool jersey. The look: chic. sophisti ated, 
very much “this season.” Brown with 
black. gray with black. In sizes 

10-18. Priced at $22.95. 


E. Velly de Grab’s version of the 
chemise—a slim two-piece wool tweed 
ensemble. with more fit than not. 
Pullover top has lightly bloused bac k. 
an easy front silhouette. Matching 
skirt features unpressed tucks. 
front-panel pleat to permit graceful 
walking. Corn yellow/gray, Indian 
corn pink/gray. Pullover under 

$17: skirt under $15. 


For stores « arrying merchandise 


Fashion Section, see page 19. 
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OW DO YOU LIKE YOUR BATH? Shower or tub... straight or bubbly . . . quick 
H or leisurely? There are almost as many different answers as there are people. But 
whether you’re feeling headachy or just all in, whether you're looking forward to a quiet eve- 
ning of sewing on buttons or just fluttering with anticipation of an exciting night in your 
life, a bath can have an exhilarating effect on your spirits and physical wellbeing. It is a pity 
to let it become routine. 

It is not only nice to be clean—it’s a must like sleep. food, or companionship. But the 
smart girl realizes also that a bath is more than a cleanser. It’s really a campaign. You can 
bathe yourself right out of one mood and into another, for soap and water have a spontane- 
ous effect on the personality as well as on the body. You can suit the ingredients to the oc- 


casion. Do you want your bath to prepare you for a good night’s sleep . . . erase fatigue 
for the Thursday night laundry . . . make you sparkling fresh for a night of dancing and 


romance? Or are you just plain hot and sticky after a hard day at the office and have a 
yen to cool off! 

It was once thought that a shower was as good for the skin as a bath. Now most author- 
ities agree that a bath is more beneficial. They advise, too, that you should bathe for at 
least five minutes once in every twenty-four hours. 


So ON TO THE TUB! Let’s imagine that you have an exciting evening ahead. Try the 
“Candlelight Float.” Go about this bath leisurely—you want stars in your eyes tonight. 
Fill the tub as full as you can with soothingly warm—not hot—water. Sprinkle in some 
bath salts or one of the new fragrant bath oils (wonderful for the skin!) and then slide into 
the tub. Stretch, let your whole body feel the relaxing effect of the perfumed water. If you 
need a manicure, now is the ideal time to do it. A good investment is a handy little tray 
that fits across the tub. It will hold all the necessary items—you can fix your nails while 
you are floating. And. while on the subject of “bath accessories,” don’t forget a shower 
cap to protect your hair. Droopy locks aren't pretty at any time. 

Now that you’ve relaxed for a while, start on the clean-up. Lather generously but gently 
with a cloth or bath mitt, for it’s the slow tempo plus the warm water and soap that ban- 
ish fatigue. A comfortable and lazy way to rinse off is to let the sudsy water run out 
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while clean warm water runs into the tub. Glide out 
airily—don’t hop out in a hurry. Then wrap up in a 
large towel or bath sheet to dry. 


AFTER A HARD DAY'S WORK AT YOUR DESK, the “Five 
O’clock Frappé”. will put you back on your feet and 
gladden your spirits. The minute you get home, fill the 
tub with warm water. Add your favorite bubble bath 
and hop right in. Take plenty of time for this one. 
Let the suds froth up around your ears. Soak and soak 

think of something pleasant or just dream along. 
When you begin to feel fond of the world again, let 
the water out of the tub and turn on the shower—amild, 
not hot—and sit down right under it. Rest your head 
on your knees and let the shower pelt you tenderly for 
three minutes. Treat yourself to a dusting of bath 
powder and a fresh, clean outfit. 


PERHAPS YOU'RE FACING A BIG “WORK NIGHT.” You 
may have a business appointment, you may be prepar- 
ing to make a speech at the club, or you may be help- 
ing with the church bazaar. What you need is some- 
thing quick and reviving. The solution: a “Success 
Sponge.” Fill the tub with almost hot water. Jump in 
and start scrubbing with a body brush, and don’t spare 
the soap. Drain the water out and stand under a warm 
shower for a minute, then switch to cool water for a 
good drenching. Rub down briskly with a_ turkish 
towel and don fresh clothes. 

There will be times when you’re overly warm—even 
in this air-conditioned world. To cool off, take a 
“Sherbet Splash.” This is a glamorous name for an old- 
fashioned remedy, a warm bath. Warm water causes 
blood vessels to dilate so that much of the internal heat 
can reach the skin and leave the body. A tepid bath 
will actually keep you comfortably cool for five to six 
hours, so don’t go in for a cold bath on a hot day! 


FOR THE OPPOSITE EFFECT on a cool, damp night when 
the weather has affected your spirits—and your looks 
—try a “Frosty Dip.” Its just the thing to flush you 
pink and pretty. As its name implies, a “Frosty Dip” 
is a cold splash—a cool skin makes a warm body, so 
the object here is to keep body heat inside. It can be 
taken quickly and, believe it or not, it’s very warming. 

Some notes to keep in mind: 

The myth about bringing on a cold if you take a 
warm bath before going out in cool weather has been 
exploded. Just finish off your warm bath with a cool 
shower and go on your merry way. 

Fluffy, fresh-from-the-laundry towels are a wonder- 
ful adjunct to any bath. Haunt the “white sales” to 
build up a supply in your favorite colors. 

Bath oils, salts, powders, and colognes come in a 
variety of fragrances. Match yours to your perfume— 
you ll walk in sweetly scented clouds. 

Allow plenty of time for your bath. It’s more re- 





laxing, and you'll look and feel better as a result. 
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lifer FOR THE BUSIEST 
PERSON YOU KNOW! 


The modern memo-organizer. One of 
the most practical daily reminders ever de- 
veloped! Styled by a famous designer. 
Handsome 7/2” x 62” x 1” looseleaf binder, 
with scientifically planned memorandum, 
appointment and calendar pages providing 
for daily and weekly organization. A huge 
success among professional and business 
people and in the home. Rich simulated 
leather cover, $4.45. Genuine leather black 
Morocco Grain, $9.00. Deluxe genuine tan 
Pigskin, $13.50. FREE pages for remain- 
der of this year with orders for 

next year while they last. Orders 

shipped day sascined. 100% satis- 

faction guaranteed or money 

back. Postpaid when cash accom- 

eee order. Dept. MM-7. Wilson 

emindex Co., Rochester 21, N.Y. 











2 “TUCK-IN” PURSE GIFTS! 


PURSE ATOMIZER 
For Milady Fair! 


No larger than a lip- 
stick—a leakproof, 
fine spray atomizer in 
Gold metal for per- 
fume or cologne. Easy 
to fill; a pleasure to 
always have with you! 


$1.00 ppd. 











HANDBAG HOLDER 
Oo-La-La! 
An irresistible little 
pearl-studded, gold 
plated French poodle 
that sits on edge of 
table or lunch bar to 
hold and guard your 
handbag. Just hang bag 
on his tail; he won't 
slip; your hands are 
“as by Xmas gift! 


1.50 ppd. 
Ges \ MASTERCRAFT Pearse 


FREE PETAR IIS eels 








Personalized 
Professional 


GOLF 
TEE 


At Last! The perfect 
‘Stocking Stuffer for 


every golfer, This heavy 
golden brass tee will last 
a lifetime what's more 
it won't get ‘‘lost”’ be 
cause it’s monogrammed 
on the matching DRAG 


tac 
sted and APPROVED 
by ‘le ading Golf Pros 
“lexible spring bends 
to 90 degree angle then 


Only $1.00 ppd. 


Brooklyn 23, N. Y 








suiomat+cally returns to original posi 


tior MK GOLD PLATE beautifully 
rift-boxed. When ordering, please spec 
if initials. Only $1.00 each, ppd 


GIFTS 'N’ GADGETS Dept. T 
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Dictation Dise now offers EP 
SPECIAL REDUCED PRICES “7, > 


rd 
— : 
Dp Xr 


on its complete sets of 


45 rpm Records! 








| SEE PAGE ON: | ie nvyse 
DICTATION DISC CO., yo 
170 BROADWAY NEW YORK 35, N. Y. 
34 





A big thrill for the little ones. A real hand- 
operated phonograph of their very own. The 
special unbreakable record tells seven popular 
nursery rhymes and the accompanying coloring 
book illustrates the story. Simple to operate. A 
cute 'n clever gift—perfectly safe. Keeps young- 
sters fascinated for hours. Complete, ready to 
play—only $1.50, postpaid. Satisfaction guar- 
anteed. Sold exclusively by mail. Order Now— 
while supply lasts. MAIL-O-PAC, P.O. Box 
8323, Dept. A, New Orleans 22, Louisiana. 






















Ou neecn? be Now y J. cen 
ove unwanted hair forever 


TROUBLED  ageaaea aC 
— with the famou hler : 
WITH See se Es sM ah er Hair 


ator! Acclaimed 


+f thousands of women who 
UNWANTED Peaegesete tesa 


the hair root perma 
y! By f 





Quer antee! Act today! 


DEPT. 857-P 
PROVIDENCE 15, &. | 





4 5¢ for illustrated 16-page “% 
booklet "New Radiant Beauty’! 























IMPORTED FRENC 
PERFUMES 


Samples from world renowned Perfumers. 
Supply limited—this otter may never be du- 
plicated at this low price. Order several sets 
NOW for GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. p.o. Box 264 
Dept. P H Farmingdale, N. Y. 


24 BOTTLETTES GENU 











Early 
American 
TABLE 
TRIO 


only $3-25 ppd. 





You will thrill to this beautiful threesome of smoking 
accessories. In black. each piece exquisitely hand deco 
rated. Includes 


Metal coal bucket ashtray 

Metal wheelbarrow ashtray 

Lantern cigarette lighter 
All three in iovely gift box, only $3.25, postpaid. Most 
welcome in any home. Order several for gifts at thi 
low price. You must be satisfied—-or your money bac 7 


ROSLYN SHOPS, 46-36 Bell Bivd., Bayside 61, N. Y. 

















1000 root" ers $1 


SPECIAL XMAS OFFER 


Sensational bargain! Your name 


and address on 1000 finest 
quality gummed labels. Padded 
Packed with FREF ee GIFT 
BOX Personalize s tionery 
books « ards ete 1000 only 
Mrs. Bernard F. Huntington $1 ppd. SPECIAL XMAS OFFER 
2820 W Shadowlane Rd ANY 3 DIFFERENT ORDERS 


Round Meadow Plasa Satistaction guaranteed. 


Handy Labels, 1127 Jasperson 
Bidg., Culver City 1, California 


Bremerton, Washington 
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Goes 





HOLIDAY SPARKLE for your shoes. These 
glamorous clips send you from oflice to 
party in seconds. Take your pick of rhine- 
stones set in silver, or seed pearls in gold; 


poennggeaane 





each pair $2.00, postpaid. Better, yet, 
take both, for only $3.50. Keep one set, 
give one. From Rutward, Inc., Dept. TS, 
Columbia Station, O. 


A GIFT YOU OWE YOURSELF—this com- 


bination toaster (makes four slices)- 
broiler-oven-grill. Heats and cools again 


instantly. Perfect for hors d oeuvres, ham- 





burgers, steaks, pizza, frozen waffles, and 
pies. A dream to clean and dreamily 
priced at just $6.95, postpaid: from 
Downs & Co., Dept. TS 457, Evanston, III. 


MIX AND MATCH these lovely porcelain 
cuff links and accessories. Basic design, 
a pure white oval with desired name in 





Any 3 different orders $2 ppd. 














SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 
CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














FORCES You to Save 
$100.00 oll Year Automatically 


with each Perpet- 
ual Date & Amount 
Bank. 25c a day 
keeps Date up-to- 
date. Also totals 
amount saved. 
Forces you to save 
daily or calendar 
won't change date 
Save for gifts, va- 
cations, car, home, 
etc. Automatic 
mechanism with 
—~. Use year after 

ar. Start now. 
Reg. $3.50, now $1.99 each; 3 Sor $5.75; 6 for $11.00, 
ppd. Mail cash. check or M.O. to LEECRAFT,. 
Dept. TS, 300 Albany Ave., Brooklyn 13, N. Y. 
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Shopping 





in cuff links (for 


earrings, 


black seript, is available 
hoth men and women), 
clip. Order yourself and match 


it with one for the man in your life. I 


and tie 
a set tor 


9 50. 


Postage. 


item § 15 cents for one: 
ten cents, each additional. From Edward 
H. Ziff, Importer, Dept. TS 3072, Mdse. 
Mart Plaza, Chicago 54. Il 

ROLL YOUR OWN candle lor smart 
Christmas decorating and unusual gifts. 
Sheets of beeswax, precut (for candles 
up to 16 inches) and precolored (black, 


a 






Se . 


white. 


oral, red, g 
to 
sequins, 


vellow. and 
natural Ve 


wicking. 


pink, 
simple 


Holly, 


reen, 
around 
fruit, 


are wrap 


flowers, 
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Fit for a Queen tor the Gal Who's _Hard- to-Fit! More than 
sizes in stock t« r ert ec fi — what better way 
e good to yourse!l xquisitely fashioned 
erfully comfortable ‘ ree = w to wes 
walking on air. With git wane % 
smartly atyled for asthi ving 
’ to-you! Prompt _— ( teed 
“ Purchases can be P col " te 
HITE SMOKE 'TAPFYTAN. Fu & half sizes 
\AA to EEF 1s GOce post, Muccasin-Craft, 58 
St.. Lynr Sleee 
Y . ai 
Vovember, 1957 















$190. 


WALLET SIZE PHOTO ~ 


Secretaries enthusiastically endorse these 
special wallet size application photos with 
free sample resume and instructions. 
Many report new opportunities and em- 
ployment. Wallets are used for applica- 
tions, gifts to relatives, as favorite photo 
for family, friends and identification. 
Made from favorite portrait. photo or well- 
posed snapshot (original returned un- 
harmed). Wallets with or without free 
resume. Sizes 214 x 314 on special wallet 
paper — the newest quality and finish. 






WITH FREE 
SAMPLE RESUME 


You'll love your r pictures or money returned. 


‘APPLICATION PHOTOS (Division of PAL PICTURES) 

Dept. S-102, Box 271, Salem, Massachusetts 

We enclose portrait, photo or snapshot and $ 

Please ship|{_| 20 wallet photos and free sample resume 

as_ checked} of 1 pose, for $1.00 plus 10c shipping. 

[] 25 wallet photos of 1 pose 
for $1.00 plus 10c shipping. 


(no sample resume), 


plus 10¢ 


[] Sample resumes separately at 25c¢ each. shipping| 





NAME oe 
ADDRESS 4 
i, 2. 
City ZONE STATE = = 
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18 HIT PARADE RECORD SONGS 5 








Plus 
ALL BY THESE STARS ON 9 RECORDS [ei.oWcr you o.a.. Pont 
a When You Order ostage 
5 
he at 
4 
“~ J 
id ~ 
Me 
[) FRANKIE ROSEMARY [ Xe) DORIS. SARAH 
LAINE CLOONEY GIBBS DAY VAUGHN 
[] 18 HIT PARADE RECORD SONGS J, su, (iu? SOCK, N,ROM, SONGS $2.98, 
ON 9 RECORDS BY STARS 3: Rooster = ‘ Shaking aeine is. What Cha gotta 
. oin i" 
LISTED—ONLY $3-% pius 50¢ postage s. Me. Lee 10. vhae*es Be The 16. Man-Like-Wow 
; Birthday Baby . Honeycomb : Baby 
You get the very latest we have 7. Keep A-knockingl2. Sithouettes 18. Tammy 





in stock at the time you order. All F- 
18 on 9 Records only $3.00 plus f~ 
50c postage and handling. On Colum- 


118 HILLBILLY HITS (18 Hillbilly Hits—Plus Lyrics 
to 100 Songs). By Top T.V., Radio, and Stage 
Stars—Only $2.98. Here Are the 18 Record Songs: 













3 tag od Don't Biame Me 9. Today Boer 
bia, Mercury, etc., labels—ALL ORIGI- ‘hatea ms ti: Yeustod Mine 
3. Geisha Girt 12. Falien Star 
NALS. 4. Home Of The Blues 13. Mister Love 
S. 1 Heard The Bluebird 14. My Arms Are A House 
PATTI FRANKIE ROSEMARY DORIS 6 gens 7” .¢ Love a ce Pieces 
PAGE LAINE CLOONEY DAY 2 Whole ‘Tot Of Shakin’ 17. Gonna Find Me A 
— Se GAYLORSS 8. Bye bye Love is. Wish ¥ You Knew 
Check one _| 45 RPM _) 78 RPM 12 SQUARE DANCES AND BOOK — $2.98 


6 Calis and 6 Music Only Square Dances 


**Square Dancing’ tor $2.96 














3 Mockin’ Bi 7. sorenen ee 
Fiop Eared Mule 8. Goiden Slipper 
f====MAIL NO RISK COUPON TODAY es 3 Suftato Gal ° Red River Valley 
Send 78 , . Susanna 10. Arkansas Traveler 
; BEST VALUES CO., Dept. 84 Send 45 RPM 5. Soldier's Joy 11. Little Brown Jug 
6. Devil's Dream 12. Turkey in the raw 
' 403 Market St., Newark, New Jersey Check herd if you want 12 calls onty, Plus Book , 
— Check here if you want 12 instrumental (music onty) 
: [_] Please send me the 18 TOP TUNES on 
' 9 records by the artists listed above. | en- 18 COUNTRY HYMNS — $2.98 
: Free Bible in Pictures Book inciuded 
' close $3.00 plus 50¢ postage and handling. 1. Give Mother My Crown 11. Got A Lot To Tell My 
. 1 » Did You Ever Think Jesus 
i t sacseee 92.08. Send the Hillbilly Songs, Pius 100 Fo tear 12. Morn my Lore And King 
'. 1 enclose $2.98. Send the 18 Rock 'N Roll. 3. Love Never Fails 13. Are You insured Beyond 
' i enclose $2.98. Send the 18 Collector's Songs. + cee 5 Sesnee Se ane The Grave 
> , . He Looked Do 14. Home in Heaven 
1 ! enctose $2.98. Send the 12 Square Dances. Th 
1 enctose $2.98. Send the 18 Country Hymns. s. Give Me Flowers While tt Her was 1 iy 
‘ Name 6. Praying ” Together Up There 
' 7. Someone ve Care 17. Echoes From The 
§@ Address 8. His Hand Burning Bush 
B City ate on oa cry From The Cross 18. goons Answer My 
° hen Jesus Call ray ‘rs 
beewew ewww MONEY-BACK GUARANTEE. seeenae 
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Two Cuctling Gifts 
for your Xmas list 


Tissue Box 
& Ruffled 
Nylon Cover 


Every lady from ‘‘Little Miss Muffet to great 





grandma will be thrilled with it. The cover is made 
of Nylon net lined with sheer Nylon i strong 
elastic holds it in place. Lovely matching Rose is 
pinned on: removable for washing cover. Plastic 


tissue box ‘matches the cover in these 7 lovely 
colors: White. pink, yellow, blue, rose, turquoise 











& black cover washable, dries quickly. Gives 
glamorous touch to your bedroon bathroon 
guest room, etc., and is ideal for party & special 
occasion gifts. State Ist & 2nd choice colors de 
sire ind allow 3 weeks for delivery. Price only 

$5 prepaid, 2 for $9.75 
ROSE PILLOW PAJAMA BAG 
A romantic breathtaking 
ft of exquisite 
ing satin ~< 
conceal pajamas 
gerie or slippers 
cor es ir these ai igT if 
cent colors White Lt 
Blue, Pink, Rose, Yellow 
Aqua, Lt. Greer 15-ir 
lameter Very l 





Die as decorative ov 
too. State Ist & 2nd co 


s desired. Gift box packed with gift card. Price 
$4 ea 2 for $7.35; 4 for $13.95 prepaid 
20TH CENTURY HOUSE 
Box TS Vandalia, Mo. 








BAROQUE GEMSTONES 


Earrings $1.95 
Bracelet $3.95 
Necklace $6.95 


\ wonderfully new collection of ear- 
rings, bracelets and necklaces in gen- 
uine baroque gemstones designed for 
you in colors to complement all your 
costumes. 


The baroque gemstones are set in metal 
parts of yellow anodized “Supra” metal 
which is guaranteed not to tarnish. 
These lovely pieces are available in 
mixed stones or your choice of one 
amethyst, yellow tiger-eye, rose quartz 
and Lake Superior agate. 


Prices include tax and postage. Send 
check or money order to: 


SAVOLAINEN CORPORATION 


Dept. TS, 222 Chestnut St., Virginia, Minn. | 











BARGAINS! 2uy Wholesale! 


Save Money! 


Everything for the Family! 


Clothing @ Watches @ Jewelry @ Housewares 
Toys @ Luggage @ Cameras @ Appliances, ete. 


FREE CATALOG 
JAY NORRIS CO., 487 Broadway, N.Y.C., Dept. TS 








| 
| 
HOT PLATE AND | 


TWIN COFFEE MAKERS 
SALT & 

PEPPER SET 

ONLY $1.35, postpaid 


’ Send for 
FREE! Gift Catalog 


CHEGWIDDEN SPECIALTIES, Dept. TS-22 


Box 182, Dover, New Jersey 

















MONOGRAMMED CASHMERE 
TIE and MUFFLER 





Custom made, 100° Cashmere tie, beautifully silk- 
lined; luxurious self-fringed muffler; each with his 


j-letler monogram Aristocrat’ of all haberdasher’s 
wares . will be worn with the pride of possession 
Exclusive with u Specify navy with silver gray 


monogram; brown with ivory monogram; grav with 
black monogram. Specify 3 initials in order desired 
Satisfaction guaranteed 
P 159A Tie $6.95 postpaid 
P 159B- Muffler $9.95 postpaid 
Send for New, Free Catalog of Unusual Items 


DOWNS & CO., Dept. 8493, Evanston, Ul. 

















Petit Point Lint Brush 
Bonnet and Comb 





Bet you'll wonder how you ever got along 


without this! A clever pocket-size case keeps 
a clear plastic rain bonnet ready for fickle 
weather. Tucks a comb in its pocket, then 
turns around to show you that its other side 
is an efficient lint brush. Imported gold-em- 
broidered black faille. An unusual gift. 5” x 
2%”. Only $1.00 each, plus 20¢ for postage. 
Send for your free catalog of clever gift 


ideas. From 


PARKER HOUSE 
Box 3972, Strathmoor Station 
Detroit 27, Michigan 














1000 Printed Name & $1 
Address Labels 
1000 Sparkling name & ad- 
dress labels, nicely print- | 
ed with lovely Plastic box 
for just $1 postpaid! 5 orders or more 
at 75e per order! Money-back guarantee. 
300 LABELS—50c (No Plastic Box). 
Free wholesale selling plan! 
TOWER PRESS, INC. 

Box 591-PPH Lynn, Mass. 


















WOW! uw 


15 minutes of dictation on every 
45 rpm Dictation Disc Record! 






SEE PAGE 1 


DICTATION DISC CO. 








etc., can be easily set into the wax. Try 


spiral and multicolored candles—or a 
8 by 16-inch 
sheet of wax, with wicking and book of 


peppermint stripe. An 


ideas, is 75 cents, postpaid (minimum, 
two sheets). From B.C. Moses. Dept. t2. 


Box 8052. Houston }, | eX. 


A TOY A DAY to keep the children amused 
that frantic week before Christmas. A 
game or puzzle hides in each of the seven 


pages of this unusual Book-O-Toys. A 


caw HARM 


Sans NENT TRANSHER + 


nice little gift-card for all the children 
you know, at just $1, postpaid. From 
Mail-O-Pac, Dept. TSJ-24, 6337 Louis 
ville St.. New Orleans, La. 


NO A LA CARTE PRICES with this com- 
pact Koffee Kit. Waterproof, handled 
case holds four-cup electric pot (AC and 
DC), two cups and spoons, space for a 
small jar. Boils water instantly for tea, 
coffee, soup, o1 baby’s bottle. Perfect for 


beeer 





travel or office: and think of the money 
you ll save. Postpaid, $7.95, (Percolatoi 
model, $8.95) from Mastercraft Products, 
Dept. TS, 273-285 Congress St., Boston 


10, Mass. 








170 Broadway, New York 38, N.Y. 








MONOGRAMMED CUFF LINKS 


Bright spots in the life of a French cuff, male or 
female. Golden-disc cuff links, about an inch across, 
smooth and classicaliy simple . the only adorn- 
ment, three scripted initials or, if you prefer, a 
first name. $1.10, Fed. Tax incl., at Gifts‘n’Gadg- 
ets, Dept. T4, 31 West 47 St., New York 19. 
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FANTASIA—these luscious velveteen slip- 
pers topped with a confection of gold- 
sprinkled roses. For the girl who knows 
fashion and loves cloudlike comfort. They 


come in heavenly colors, too—turquoise, 





ruby red, black, and hot pink—in their 
own gold-strung carrying case. Hand- 
washable! Small. medium, large: $4.25, 
postpaid: from The Edwin House, Dept. 


PS, 145 West 4th St., New York 12, N.Y. 


4 COMPLETE SERVICE for eight at a sav- 
ings of $40 can be yours in smart Melmac 
dinnerware. Guaranteed not to chip, 
crack, or break, the set includes eight 
dinner plates, cups, and saucers, cake 
plates, soup bowls: two serving dishes, 
plus creamer and covered sugar bowl. 





The perfect thing for your holiday table, 
in assorted colors of turquoise, gray, yel- 


low, and flamingo. Each set has a money- 
back guarantee and comes with valuable 
wholesale merchandise catalogue. Regu- 
lar $59.95, now just $19.95: from Jay 
Norris Co., Dept. TS, 487 Broadway, New 
York 13, New York. 


SOMETHING NOBODY NEEDS but every- 
one will want—this sterling silver yo-yo. 
(n amusing conversation piece—a truly 
unusual gift. Beautifully wrought in ster- 
ling silver with first name or three-letter 
monogram, this charming toy really 





SURE-CURE SIGNS 


Laughter relieves tensions and cures this 
worried world’s ills. These authentic office 
desk signs are perfect for overworked execu- 
tives. 2” x 9” in durable, shining black plas- 
tic—highlighted with white lettering and 
border. Amusing in office or den. Specify 


“Ulcer Dept.” or “8th V.-P.” . 00 
GIFTS ‘N’ GADGETS each 
DEPT. T-2 BROOKLYN 23, NEW YORK 














Rt eo 


THE SECRETARY'S $949 o. 
CHARM BRACELET 9 *® 


Seven accurate miniatures of the secretary’s pro- 
fession, each beautifully Hamilton Gold-Plated and 
gvaronteed perfect. Charms include posture chair that 
swivels, typewriter, desk, telephone, time clock, 
stapler, and adding machine. $3.49. 

Also available in Sterling Silver, $12.50, and 
Hand-Polished 14 kt. Gold, $79.95. 

Send check or m.o. now! Money-back guarantee. 


PERSONALIZED GIFTS CO. Dept. 111-S 
160 Fifth Ave., New York 10, N. Y. 
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? FROM THE 
/ WORLD'S FOREMOST 
WALLET PHOTO PRODUCER 


That's right... TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation oe or glossy print. Your 
original will be returned unharmed with 

order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 

money back. 


=== 1 ARGA-PIC — BOX Z-20™ 
























- BROOKLINE 46, MASS. ; 
¢ Enclosed is $ for pictures 5 
‘ Name : 
PT 5 
5 Address v 

® 
1 City Zone( )State 3 
Sense SB ee eS ee eae eee ee ee ee 











DIRECT 
FROM PARIS 


Exquisite, imported scarf of pure 
silk ... Expresses the gayety and 
spirit of Paris. Black etchings on 
white silk depict famed Paris land- 






marks Arc de Triumph, Eiffel Tow- 
er, Notre Dame Cathedral, et al 
Size: 261@ x 2612. Word ‘‘Paris’’ and 
French Coat-of-Arms beautifully repro 


duced in corner, in contrasting color. Only 
PON 58 Satisfaction guaranteed 


$3.95 
Miller’s Imports, Dept. 220N, 2944 Forest, Kansas City 9, Mo 





$4,000,000 
IN PRIZES WON! 


You, teo, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today for FREE “‘Con- 
fidential Contest BULLETIN” with 
winning helps for the biggest 
contests now on .. no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Phile. 7, Pe. 































IS YOUR BLOUSE FOREVER 


“POPPING OUT’’? 


ye 

Co) 
“MOBI's,” the instant-on, flat “4 
plastic anchors, hold your ‘ ‘ 
blouse secure inside your oy 


skirt for that neat, slim, trim 
look all day long. No matter } 
how you twist or bend, your ___ / —~— 
blouse stays right where it a4 
belongs. Easy to put on— 


easy to take off—won’t tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.’s 


please.) 


VIA PLASTICS tiicccipnic’s! re: 


N rember, 1957 








An Amazing Valve! 












Assortment of on 
mal perce! post. 
special § delivery 
wechers 







Post Cards 
pou ul! 








Stationery and envelopes besutfully 
mprinted with your own name and 
address in blue ih on rich white laid 
peper. Correspondence cards im- 
printed with same copy on handsome 
white vellum card 


ALL for only..... 


SOLD AS ONE UNIT ONLY — NOT SOLD SEPARATELY 


GIFT BOXED 
UNIQUE GIFTS scenic Ite. 





Fun For 
The Kids! 


SHIP IN 
THE BOTTLE 


Here’s a brand new ‘‘do-it-yourself’’ $] 
wift for the kiddies (Dads, too!) Safe 
educational fun—a_ fascinating toy « ppd. 
Replica of famed clipper ‘‘Cutty Sark’’ All parts 
and bottle come unassembled of sturdy safe plas 
the Includes cement water cutout pennants, and 
simple instructions. 244" x Sie in gift box. Send 
for one or more today. Only $1 Satisfaction wuar 
unteed. Free gift catalox 


ROSLYN SHOPS, 46-36 Bell Bivd., Bayside 61, N.Y. 

















Smart Secy’s Prefer 
““STENO PENS” 


Specially designed for Stenos, this fine 

ball point contains 1.9 miles of bive ink. 

2 for $1 
Greenwich Village Gifts 

780 Greenwich St. New York City 14 

SEND 3¢ FOR ‘*BUSINESS GALS GIFTS’’ 
































Nation’s Smartest Gift 


MEDALLION 
RIBBON DROPS 
2 Streamers 
Goldtone 
in Ebony Black Frames 
24 Grosgrain Ribbons 
Use In Foyer. Bedroom & Den 
ALL FOR $4.50 
Send cach check or MO 
R & S SALES CO., DEPT. Q 
22 Park Circle 
Great Neck, New York 














ALMOST A CPS? 


Use our new comprehensive intensive course for 
the section you missed (10.00). New candidate? 
Our study guide (3.08); tests (3.08); bibliog- 
raphy (100); texts or correspondence course 
(write for prices) will help you. Five years suc- 
cessful use internationally by students, colleges 
& corporations. Business Research Associates 
incorporated, PO Box 7093, Long Geach 7, 
California. 























A BRACELET 
FOR MOTHERS AND GRANDMOTHERS 


An excellent gift, a tribute to HER! This brace- 
let, in beautiful sterling silver, bears proud rec- 
ord on each sterling silver disc or silhouette, the 
name and birthdate of each child or grandchild 
Every disc or silhouette is script engraved with 
the first name, month, day, and year of birth for 
each child or grandchild. Add a disc or silhouette 
for each new arrival 

Sterling Silver Bracelet $1.50 
Eac Engraved Disc or Silhouette $1.00 
BRACELETS AND DISCS AVAILABLE IN GOLD 
] kt. Gold Filled Bracelet $2.75 
Eact 1 12 kt. Gold Filled Dis« $1.75 
idd 1 for Fed. Ere. Tar © No €C.0.D.'s please 
Edward H Ziff Box 3072 Merchandise Mart Plaza, 

e TS-11, Chicago 54, 


Dept. it. 











EVERY SECRETARY SHOULD GIVE 
HER BOSS MINK FOR XMAS! 


Yes, flabbergast him with MINK! 
Genuine Ranch 
Mink Bow Ties 


$3.95 3S; 883° 


Genuine Ranch 
Mink Covered 





Can-Bottle 
Openers 
omiaun Trim “ee ae 


$1.95 So, Bio 
MeDANIEL FURS 
903 S. Glenstone Springfield, Missouri 




















FREE ris Mo 
ENLARGEMENT, 
WITH EACH ORDER. 

WALLET 

PRINTS 








Beautiful portrait 
enlargement worth 
496 FREE with 
your order for fa 
mous Roy Wallet 
Prints—orderallyou 
need for swapping— 
perfect for job, 
school, passport, and 
ACTUAL SIZE all identification 
(2Y2" x 3”) Send picture or neg- 
. & ative with your or 
SATISFACTION der. Satisfaction 
GUARANTEED = cuaranteed. 
ROY PHOTO SERVICE, Dept. 8 
(P.O. Box 644, New York 1, N.Y.) 








SEE IMPORTANT 
MESSAGE ON PAGE | 


Medical Dictation—Set 51 

Legal Dictation—Set 50 

N.Y. State Regents Tests—Set 46 
Office Style Dictation—Set 47 
Brief Forms & Phrases—Set 45 


ALL ON PHONOGRAPH RECORDS 
SEE COUPON PAGE 1 











Dictation Disc. Co., 





170 Broadway, New York 38, N.Y. 





PRIVATE PROPERTY 


Tabbed to keep your collar neat and pretty with no 





ab marks. Your initials add distinction to this smart 
personalized clip-on collar pin of beaut ifully crafted 
wold or silver plate only $1 You'll also want the 
matching cufflink at $1.50 pair and matching ear 
| rings at $1.50 pair. Complete set of 3 $3.50. Prices 
} include federal tax Order an additional set of cuff 
| ii ‘your mate.’ Ur lerline last nitial —specify 
| gold or silver Sorry no COD’s postpaid 


Rutward, Inc., 12 Bryant Road, Columbia Station, Ohio 




















101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 | | 














Personalized 
Professional 


GOLF 
TEE 


At Last! The perfect 
**Stocking Stuffer’ for | 
every golfer. This heavy 
golden brass tee will last | 
a lifetime what's more | 

it won't get ‘‘lost’’be- | 
cause it’s monogrammed 

ym the matching DRAG- 
TAC 
Tested and APPROVED 

e Golf Pros 


by 





Fle vle spring bends 
to 90 degree angie then 








automatically returns hes original pos 
tion. 24K GOLD PLATE, be autifully 1 

gift-boxed. When ordering, ple — spec- Only $ 00 ppd. 

ify initials. Only $1.00 each, ppx 


GIFTS 'N’ GADGETS Dept + 





Brooklyn 23, N. Y¥ 


—"5 ENGLISH you'sncxe 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE, 
Write TODAY! Don Bolander, Career Institute, 
Dept. 14511, 25 E. Jackson Bivd., Chicago 4, Ill. 












EARRINGS | 
from Greeee! 
HANDCRAFTED! 
AUTHENTIC DESIGN! 


You'll have them in 10 days 
via air-mail direct from 
Athens! Classical Grecian urn 
dangles from medallion em- 
bossed with view of Par- 
thenon. Finished in antique 
silver. 134‘' overall. Clip- 
on style. Exclusive and un- 
usual gifts! 


- 2 pair, air-postpaid from Greece 





Duty-free! Satisfaction Guaranteed! 


FREE GIFT CATALOG! 
SEA CREST TRADING CO. 





works and is the Christmas answer for 
anyone who has everything. Certain to be 
this season’s Christmas sensation, this lit- 





tle jewel is only $4.95, tax and postage 
included: from Robin House, Dept. TS, 
330 East 72 Street, New York, N. Y. 


TRIM A TREE with Christmas cards. This 
clever revolving plastic tree is 11'% 
inches high, holds 50 cards, and is guar- 
anteed to look enchanting on your desk, 
table, or television set. With a star and 


de 
™ 





base of gleaming, untarnishable gold, this 
should please your eye for many a Christ- 
mas to come. Nicely gift-boxed and a 
nice gift. Only $1.25, postpaid: from 
Roslyn Shops, Dept. TS, 46-36 Bell Blvd., 
Bayside 61, N. Y. 














ROYAL JELLY | 


Royal Jelly capsules. Contain the fabulous nutritive | 








| 
Dept. TS, 7203 LARGE ST., PHILA. 49, PA. 


jelly of the Queen Bee in hi-potency capsules. Regular 
price $9.00—vial contains 30-day supply. Super Royal } 
Jelly Créme Impériale, % ounce jar (2—3 months 
supply), regular price $6.00 plus tax. $15.00 value 
j offered as introductory combination for only $9.00 plus 
72¢ cosmetic tax. Affords unique external—internal 
Royal Jelly combination. Scientific and technical lit 
erature available. Order (.O.D. or send check airmail 
to: ‘“‘Api-Vitalex,’’ Dept. TS., Box 6674, Medical 
Center, Dallas 19, Texas 








AFRAID OF FALLING 
ASLEEP gin THE 
LIGHT ON? 

Rest your fears. Here's a rev- 
olutionary new principle in 


IT attaches easily to any 
size book, concentrating read- 
ing light ONLY ON PAGE 
AREA-—disturbs no one else! 
¥ reader dozes MAGIC BOOK 

LITE goes off automatically— 
no plugs to pull or sockets to 
disconnect It serves perfectly 
for teading in bed, as a night 
light. in sickroom, etc. Packed 
in beautiful ‘*Book’’ box. Sturdy 
all plastic — Reg $2.95 Now 
lightweight— Plus Postage 
perfectly insu- 


lated ® 


REE WHOLESALE 
NAME. 6 ont CATALOG 
OBLIGATION 


WATSON SALES CO. 
1065 Utica Ave., Dept. 
TS-11, Brooklyn 3, N.Y. 




















BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
and beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly. 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. QUAWAY 489 FIFTH AVE 
NEW YORE 17, N. Y. 
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Those magic words, “Paris Original,” are in the air 
again, as much a part of the season as the welcome crisp- 
ness and the turning leaves. As inevitable as the appear- 
ance of these exciting fashions each year has been the 
fact that all most of us could do was look. Owning any- 
thing straight from Paris on the now-famous “secretary’s 
budget” seemed impossible. But this year, the inimitable 
Schiaparelli has placed a fine collection of Paris-designed 
accessories at every woman’s finger tips — geographically 
and financially. Hats, gloves, bags, even umbrellas and 
eyeglass frames have been given the Schiaparelli touch. 
Sketched here are just a few of the many articles avail- 
able. Try a ginger-colored sweater of schiapalura fur 
blend with a tuxedo front to give your suits and skirts a 
definite Gallic flair. Perfect with it (or separately, if the 
budget so dictates) would be the globe trotter handbag 
of pebble leather with a front section that can hold dic- 


f 


tation books as well as passports. Or. how about the very 
French mushroom of a hat in beige velour? 

White gloves and an umbrella are necessities for any 
working girl. but that doesn’t mean they can’t mas- 
querade as luxuries. Beautifully illustrating the point—a 
navy. mother-of-pearl-handled umbrella and a pair of 
dandified. spat-effect gloves. Terribly glamorous. on the 
other hand, are eyeglass frames glittering with rhine- 
stones and an elegant little jacket of African persian 
lamb. cuffed in velvet and lined with bright red silk. 

All this haute couture is available at fine stores 
throughout the country, at surprisingly low prices. The 
sweater, $14.95; gloves, $5; umbrella, $7.98. Even the 
jacket is only $250. By splurging just a little, you can 


now bring a touch of Paris to your everyday wardrobe. 
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The Indispensable Skill 


BY MARGARET OTTLEY 
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How fast can you read shorthand? You can probably speed through this article, which is based on Chapters One through Six of the Manual. 
This material is counted in groups of twenty “standard”? words each, so t ye ran estimate your reading speed. 
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BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


PLAN YOUR WAY 


(OLED YOU BE INTERESTED in 
an offer to become a secretary to 

a writer 

a doctor 

a bank officer 


a law ver 


an executive in charge of some 
phase of a manufacturing or busi- 
ness organization? 

If so. what are you doing about it? 

In addition to the basic training that 
you may be receiving as a student in 
school or as a beginner in an office, you 
should create an interest-holding program 
of study and practice for yourself that 
will keep you always at the task of learn- 
ing more about business procedures and 
new ofhice techniques. 


The student of secretarial training must 


by all means strive to meet the minimum 


LL LLL LL LEAL LEE 





TO PROFITS 


standards of a business office. These 
standards differ widely, but you can be 
sure that the job YOU will eventually 
want to hold will require your best effort 
to fulfill. Do not, therefore, be content 
to write shorthand at 80 to 100 words a 
minute. to transcribe letters at 10 to 15 
words a minute, or to type manuscripts at 
30 to 40 words. Your speed potentials in 
both shorthand and typing are much 
greater! You probably can write 120 to 
140 words a minute in shorthand right 
now on timed practice copy of 3 to 5 min- 
utes. even though you have not yet fin- 
ished the Manual. It is being done. You 
can do it, too. 


HE SAME HOLDS TRUE IN TYPING. I 
have watched a group of young typ- 


ists, with speeds ranging from 45 to 55 
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words a minute, practice the 10-minute 
Competent Typist Test and in a very 
short time increase their speeds to 60 to 
80 words. They devote only 10 minutes 
of their lunch hour to the test practice 
each week for a month! If you set a goal 
for your accomplishment, you can reach 
it through systematic practice. Determine 
what your speed in typing is. Take the 
Competent Typist Test today—now if 
possible! 

If, after practice, you can type 60 words 
a minute on the material of the Competent 
Typist Test, you will find that your speed 
on unfamiliar matter or your daily typing 
assignments has increased, too. 

The Competent Typist Test is carefully 
graded to give you a good workout in typ- 
ing. Use it each month for practice to in- 
crease your typing speed. Begin your prac- 
tice by breaking the test up in segments 
of one or two paragraphs. Strive to in- 
crease your typing speed at least 10 words 
a minute on each segment. Then take the 
10-minute test as a whole. It is this kind 
of practice program that offers a chal- 
lenge to you to improve your potential. 
You will find that bettering your own 
previous speed record can be extremely 
interesting and fascinating. You will real- 
ly enjoy the practice. | wish that you 
would try it this month! 

This department offers a new, attractive 
array of certificates and pins testifying to 
your accomplishment in both shorthand 
and typing. and in bookkeeping, transcrip- 
tion, and filing, as well. The beautiful, new 
Achievement Record Album of lovely rose 
or maroon fabricoid, gold-tooled and con- 
taining five plastic pockets for 10 of the 


4) 











new artistic certificates, makes a hand- 
some treasure to keep always. 

Your typing program should include 
taking the OAT Tests for the member- 
ship certificates in the Order of Artistic 
Typists, too. You will be proud to count 
yourself a member of the largest organiza- 
tion of typists in the world. The tests are 
simple in construction but designed to 
test specific skills. Take the tests, and see 
if you can qualify for either the Junior 
or Senior Membership this month. To be 
eligible to take the Senior OAT Test, 
you should have a typing speed of not less 


than 40 words a minute, although the test 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line o1 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook pzper is fine. 

Your writing may earn you a 

Junior O G A certificate o1 pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

li you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


need not be typed at that speed. This is 
hecause other elements of expert typing 
skill, such as spacing, arrangement, etc., 
are involved in the test. 


F YOU ARE A STUDENT, ask your teacher 

about the certificates and pins that you 
may earn for shorthand theory, shorthand 
speed, filing, bookkeeping, and transcrip- 
tion skill as you progress in your secre- 
tarial studies. If you are an office typist or 
stenographer interested in advancement 
or promotion and you wish to take the 
tests mentioned above, as well as the tests 


appearing in this magazine, write a letter 


to us asking for details. and give us the 
name of your office supervisor or manager. 
Whether you are a young secretary, seek- 
ing to improve your position, or a stu- 
dent in high school, you'll have fun earn- 
ing the awards offered here. And, at the 
same time, you will be increasing your 
vocational skills. 

There is adventure in learning and in 
striving to improve oneself. It is interest- 
ing and exciting to take the monthly skill- 
building projects offered by this depart- 
ment. And there will be extra profits in 
your pocket when the job is finished! 

Try it and see. 
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TODAY'S SECRETARY 











[Current Date] Words 


Mr. Robert Sloan, Editor; The Lumbermen’s_ 8 
Monthly; 412 Byron Street; Portland 15, Ore- 16 
gon. Dear Bob: For the past year I have been 25 
reading your monthly and thoroughly enjoying 34 
it. In my opinion you’re doing a bang-up job. 44 
(And I’m not saying that because you’re my 33 
friend!) 55 

As editor, you are probably always on the 63 
lookout for material for your magazine; and so 73 
I’m passing on to you the “woodsy” poem that 22 
I came across the other day. I think it is quite 92 
good and just right for your paper. Of course 101 
you may disagree with me; but anyway, I tried. 111 

Are you planning to go to Lafayette’s alumni 120 
reunion on September 21? If we can get a baby 129 
sitter for the evening, we'll be there. It would 139 
be good to see you and the Mrs. again. Sincere- 149 
ly, Richard Johnson. Enclosure 1 
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Wher: thickeys] stands the for 

J the patriarchs of both 

And they hold converse with t 

Whose broken branches show, the 

Toa Sf many winds and, “of strife “" 
‘< i . thn ae at 23 

This 4 he law of life. > 

#—" The tree that never had to ffight 


r sun and < ys a 
That stood it inti 
And always sdewere got in, 
But lived and dpfid 


The man who 
SMever had t 





“art | a 


pete | 


Of sun ¢ sky and light and air* ‘ 
of : ’ } 7 ; ww.t he 
Never became a Manly Manx q 


v 
But lived and died as he began!{ 


k :ood Fimher soesmet grow in ease; 
The strongeltwind* the tougher trees. 
The farther Sky, the greater length; 
{By sun and wg cold, by rain end SNOW; 
n tree or man good timber grows*® 
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OAT 
JUNIOR 


his letter is to be typed on 

plain paper or letterhead—whichever 
you prefer—in any style you wish. 

| he word count will enable you to 
check your production time: 
however, this is not a speed test. 


Strive for: (1) good placement, 

(2) neatness (type clean and clear), 
(3) accuracy—no strikeovers or typo 
graphic errors, (4) uniform indentation. 
se sure to spell and punctuate correctly; 
and leave a blank line between 


paragraphs, even in single-spaced copy 





rO GET YOUR AWARD 


Mail vour work to the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York). 
accompanied by the correct fee: 15 
cents for cach certificate; 50 cents for 
each OGA, OAT, or 50-word CT pin, 
75 cents for each higher-«peed CT 
award. * Test applications received 
without fees are held thirty days only. 
* Be sure your name and address ap- 
pear on your paper. * Any group of 
papers submitted should be accompa- 
nied by a typed list of names, desig- 
nating the award desired by each 
candidate. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as fol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * November copy is good 
as membership tests fer OAT, CI 
(page 41), and OGA awards until 
December 20, 1957 











OAT 
SENIOR 


Senior candidates must 

submit this month’s complete produc 
tion project the enclosure that 
appears above (the Lunior Test) in 
addition to the poem 

that appears alongside. 


Plain paper is permissible 

for both tests: if you prefer, how 
ever, you may use a letterhead 
for the letter 


Both tests may be retyped 

as many times as you think necessary, 
the best specimen of each 

to be submitted for 


an award 
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NOVEMBER COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) 
Words Words 
For years men have tried to explore 7 have tried to picture what those forms 302 
the mysteries that lie far beyond the 15 of life might be. If there is no life on 31 
clouds. Noticing that the heavenly — 22 planets whose conditions and atmos- 317 
bodies move in an orderly way, ancient _30 pheres are similar to those on earth, 325 
soothsayers based their prophecies on 37 will we ever be able to visit those 332 
them, as they believed these move- 44 planets? We visualize ourselves board- 340 
ments to be omens. And long before 51 ing a huge rocket and sitting inacabin 348 
our country was discovered, early 8 as luxurious as that of an airplane and 356 
scientists had built devices that would 66 then simply flying through outer space. 364 
help them to observe the moon andthe = 74 There need be no limit to our imagin- 371 
stars more closely. 78 ings, for space is as yet unexplored. 379 
Man, now having mastered the art of 85 Perhaps we will even visit the moon. — 387 
flying, aims to go even further and ex- 3 Because its force of gravity is much 394 
plore outer space. With travel into 100 less than that of earth, we will be able 402 
space no longer a distant dream but a __108 to leap high into the air. 408 
possibility in the near future, there are 116 Those who are concerned about be- 414 
not many of us who do not stop to won- 123 ing overcrowded on earth and about 421 
der what unknown worlds surround us. 131 our decreasing resources hove that 428 
We wonder if we will discover planets 139 what we find in outer space will bring 436 
with life on them. And if there is life, 147 us an answer to these problems. Some 444 
we wonder what it will be like. Will it 155 may even dream of an unknown medi- 450 
resemble some vegetable or animal, or 163 cine that would cure all diseases. And, 459 
will we find human creatures like our- 170 of course, many boys and girls anxious- 466 
selves? If there is civilization on these 179 ly await the day they can don a real 474 
planets, will it have progressed to a _ 186 spacesuit, wield spaceguns, and travel 481 
point beyond ours? There are endless 194 on rocket ships. 485 
possibilities. 197 Yes, as the world beyond our atmos- 492 
We have read books of science 203 phere is still unexplored, there is no 500 
fiction, books about space creatures 211 limit to what we can expect. We can 507 
with purple heads, seven arms, and a 218 dream of a moon made entirely of 514 
single eye in the center of each of their 226 green cheese, of owning a whole 52 
foreheads. We have heard of, or we _ 234 planet, or traveling through space just 528 
may perhaps have seen, objects called 241 as we motor through the country. We © 535 
flying saucers. Some people wonder if 249 can dream as wildly as we wish. No- 542 
these saucers are neighbors from an- 256 body actually knows what we will dis- 550 
other planet who are planning to at- 263 cover when space travel becomes a 556 
tack us. 265 reality. 558 
Those of us who scoff at science 272 Someday, scientists will conquer the 566 
fiction cannot, however, dismiss the 279 problems of outer space as they have 573 
possibility that there are other forms _ 287 mastered gravity. Someday, we will no 581 
of life besides the ones we know. We 294 longer gaze at the sky and wonder. _ 588 

(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Roberta G. Pavlu 
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TRANSCRIBING SPEED PRACTICE 








on The material below is song sa s the & r. 3a eh across the page, and it is pr oe ah so that you can test ne compa speeds of typing from print and 
f mre nd. Compute your moh on this word-c oe aterial in the same way you do wie en oe ng the C.T. 
Is 2 6 <—ssee pa Ect! 7 or Cans a- CH: og? I> 265 


: a a pl Pe {> a4 fj ©, GPM of ha TT 
5 wile? <0 a FE, —_ 37 wp fe ase ot e'*s Fi 295 
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8 ene ae a & 5h hs a oon C ae 312 
— Qeetseol G&G 64 oo 
. in eae Geen i ne 76g 
: A” hit nn tiny ap Lbs ee . 

r O atti ee cman 88 0 stl 32 She Wa ‘a 349 
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° 6 6 of a oe ae? “7 Ce ~7 & 6. - 5 
‘ vo mS deg a a a oo seen 
' ee fo A ee sp 119 l— A 29 a ae ia” > 362 
" i YP tn 7 tas & 128 3 jn fe «a 
: 9. tie 7 ti Oi ee 5 se 7 ee e399 
: Cee aa aa. a 5s - oe 7 A 2s - 4og 
A em 7 Wer 15h CC ree ws 
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for well-spaced letters 
and clear carbons with 


Webster Quality 
Carbon Paper 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 


* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 


win jon ion jo 
w fu fo fr fo fr fr fe fis Jo fo Jom Jo Jo fm fm [a fo fa [a [a fe |e ie | 
w |e fw fo [wo |e |e |e lo Je [BS IE IB IS 18 1B Io lo I In le la Io lon 


* Weights and finishes to fit your individual 
typing requirements. 


At stationers everywhere 


make it clear... you want 


WEBSTER DURAMETRIC 


MULTIKOPY. 


CARBON PAPERS 


QH WHA Ma Praca 





EEEEBEBERERBEREREI 
a lu ia IN Im lo IO |— Ip |W [& |W Io IN I@ I© JO 


Free Sample. Fill out the coupon and staple to 














your company letterhead. mF 
12 
r sarees —_—_—_ er sw aS ee ee haw 
| F. S. WEBSTER CO. _ E 
| 17 Amherst Street, Cambridge, Massachusetts i B 
| Gentlemen: Please send me a sample of Webster's |- S 
| Durametric Carbon Paper. \-2 T 
\-2 E 
. gs 
| Ps hg c dds kcicd a coakhpeleuwen<kbekenaaeads |S R 
f Company... 12... ccc ccceccccncccvccesacsoecens jC 
4 
| Cy ea ne Ee ree we ° 
| I use a with pica [] elite 1] type. 2 
| (make of typewriter) j2 
| TL mei WS... 2 06s s ws css carbons. BY 
bee ume coms cums ae came Gus ome ae oe oe ee ae es ee ee es ee oe oe oe ad 





BEAUTY BUYS 





Let Seven Winds sweep 
you along on beautiful- 
ly scented clouds. This 
new fragrance by Du- 
Barry blends imported 
floral essences with sub- 
tle, woodsy overtones. 
The result is a_ high- 
ly individual perfume 

sophisticated, charming, 
one to be remembered. 
Available in a complete 
line of fragrance prep- 


arations. Shown here: Seven Winds Cologne Supreme—2 ounces. 


$2.50: Seven Winds Perfume 


Powder—5 ounces, $2.50. All prices plus tax. 


To rid the skin of those 
pesky, unsightly spots 
—pimples, blackheads, 
and the like—new 
Clearasil Lotion Medi- 
cation. This flesh-tinted, 
pleasantly scented for- 
mula has two purposes: 
to heal blemishes and to 
conceal them while do- 
ing it. Clearasil dries up 
pimples, halts spread of 
bacteria, loosens black- 
heads so that they float 
out with ordinary wash- 


’z ounce, $10.00; Seven Winds Bath 





ing. Easy to apply -only a few drops are needed to cover troubled 
areas with a healing, flattering film. At drug and department stores. 


$1.25 (no federal tax). 





a 


Solution to a problem. 
Farewell to messy tubes, 
endless plotting on how 
to get that last bit of 
toothpaste from a crum- 
pled-up tube. Bristol- 
‘Myers has put its Ipana 
Plus into a unique plas- 
tic squeeze bottle. It’s 
easy to use—one squeeze 
gives you the required 
amount. Easy to store 
(it looks nice, too). 
And, of course, the con- 
tents—7 ouncesof Ipana 


Plus—will do wonders for your teeth and your smile. New squeeze 
bottle may be purchased at drug and toiletries counters. About $1.19. 


New gift packaging for 
an established favorite 

Sardo, the Lipoder- 
mic Bath Treatment. A 
king-size, 16-ounce bot- 
tle is paired with a 
plunger-type dispenser 
that measures the ex- 
act quantity of Sardo 
needed for one bath. 
Approximately 150 
pine-scented tub baths 
in all—each one will 
wash away dry skin, 
leave body soft, smooth 
all over. Gift package is 
$8.50 plus tax. At drug 
and department stores. 
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ARRANGE A DINNER 


(Continued from page 19) 





“FINEST INK 
ble-checked for accuracy—events listed 
in proper sequence; all names, titles, E V E R S E E _ 


speech topics, etc., correctly spelled; the 
name of the affair, place, and date in- many customers report 
cluded. (If you are making plans in 

1957 for a dinner to take place in 1958, 
be sure there is no slip-up here!) 


9. Special arrangements: Most affairs JETDRY is new, different —an amazing 


development in stencil duplicating ink 
that took 5 years to perfect. 


will require a P. A. system so guests 
seated in far corners will not miss any- 


thing. You may want a tape recorder to © Saves time, ink, stencils, paper — be- 


record important speeches and a photog: cause it sets so fast, dries so hard. 


rapher to catch the highlights of the ® Enables you to print on bond or Offset 


papers without slipsheeting. 


JET DRY | 
\ INK 


evening. And don’t forget to inquire 


about music and decorations. © Selidessing by cnaly platen behenen 


papers or a file folder...no washing of 
stencil necessary. 


10. The publicity: Does your employ- 


er want or expect newspaper coverage? 





In some cases, members of the press are 


included on the guest list, and a press MAIL COUPON TODAY FOR COMPLETE DETAILS 
table is provided for them. 


See ee eee 

ll. Thank-you letters: This is a vital MILO HARDI NG co. | Mile Herding Company, Dept. 7AS 
part of each successful dinner, and the Los Angeles * Cleveland « Pittsburgh | 500 Monterey Pass Rd., Monterey Park, Calif. | 
committee should see that every person San Francisco * Washington, D. C, p agens, Hamas 4 to gy ll | 
who contributed in any way receives ac- Monufacturers and distributors of | Paper.) : ; | 
knowledgment. PO I in a ; 
( za: | FIRM ——— _— | 

PREPARING FOR CONVENTIONS: You will suaeen-s cnet Gaumaee ene a ee a Se 
have to arrange for more space—smaller Se en eee | eevsene....._ . adie ; 
meeting rooms (separated for privacy). TEMPOSCOPES — ACCESSORIES — SUPPLIES a ee ee ee ee eT 





1 large auditorium, and perhaps special 
dining facilities. You may be expected 
to let the hotel know how many indivi- 
dual rooms to reserve for out-of-towners 
add a few extras for emergencies. 
All special guests will have to be in- 
vited months ahead of time and _ their 





transportation and room _ reservations 
made then. Don’t forget the vital follow- 10 Minutes Not Enough! 15 Minutes Not Enough! 


up reminders to these people. YOU need a minimum of ONE-HOUR recorded dicta- 
Eating arrangements may be simpli- tion at each speed to raise your shorthand speed-level. 
fied since many conventions break up 
Now you can get more than an hour of dictation on 45 rpm records at every 
speed from 60 through 120 words a minute. Five records at each speed level, 
attractively boxed. 


for meals and then reconvene, but if 
there is one special group luncheon or 
dinner. you will have to go through the : ; : : , 
= SIDE 1. Each record contains an average of five short letters which will 
increase your speed. Practice the material on Side | until you 

can write it easily. Then go onto... 


“dinner” process. 
You will certainly have a long, de- 
tailed agenda of morning, afternoon, and : , : 
3 ” SIDE 2 A full five-minute take preceded by a generous warm-up, dictated 
at ten words a minute faster. The five-minute take will build the 
staying power needed to maintain your newly acquired speed level. 


evening sessions to prepare for each con- 
ventioner. There will undoubtedly be 








special literature, tickets, badges, and scenes MAIL THIS COUPON TODAY TO YOUR NEAREST GREGG OFFICE ~~ 
souvenirs to print: displays, booths, dec- | PLEASE SHIP ME Boxes of Progressive Speed Group Dictation Records @ $10.50 a box | 
orations, and lighting to provide. | (5 records), as indicated: | 
You will need speakers’ rostrums, | Box 9 (60 wam) Box 10 (70 wam) Box 11 (80 wam) Box 12 (90 wam) 
blackboards and pointers, special pads 7 Box 13 (100 wam) Box 14 (110 wam) Box 15 (120 wom) 
and pencils, copious ashtrays, plenty of | Add 30¢ a box for postage and handling. Amt. enclosed | 
chairs, tape recorders and dictating ma- | | 
chines, films and projectors, and, of | amen | 
course, a P. A. system. ; ADDRESS 
Afte inish < is ‘printing, , 
at Side Maan te eral ae 41 GREGG PUBLISHING DIVISION /McGraw-Hill Book Company, Inc. | 
, NEW YORK 36: 330 WEST 42ND ST. CHICAGO 30: 4655 CHASE AVE 
i snap—and you will be able to enjoy it | 1-11 SAN FRANCISCO 4: 68 POST ST. ! 
you never have before. bow eet ee ae EP DEP AE EP ES ED CN EP TS a ——-—4d 
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IT’S EFFICIENCY 
WITH THE 
MODERN LOOK! 





eeeeeeeeereeeeeeeeeeeeeeeeeeeeeee 


. 
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. 

. 

. 


Time-savers on the desk top...and with the 
modern look you want! Everybody approves 
when you select desk top equipment designed 
by the Bert M. Morris Co. They're matched in 
color, style, and utility! 

Include this modern desk top equipment in 
your office planning. Available from the Bert 
M. Morris Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN EVERY OFFICE 
MORRIS SAFE-T-SET 


Beauty with efficiency —large ink supply can’t 
leak, won't spill, is easy to fill. 

MORRIS MEMO HOLDERS 

Holds standard memo paper. Available with 
ball point pen attached. 

MORRIS PHONE REST 

Frees both hands. Fits all phones—either 
shoulder. 

MORRIS TRAYS—LETTER & LEGAL 

Easy access with rear suspension. Stacks to any 
height. 


MORRISHARP ELECTRIC 

PENCIL SHARPENER 

Fast, self-starting. Cutting stops when desired 
point is obtained—choice of medium, fine, 
extra-fine. 

MORRIS ASH TRAY 


HE-MAN size... Perfect for sales meetings... 
removable glass liner... matches newest style 
in steel office furniture. 


BERT M. (Morris Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 





In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 
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(Continued from page 17) 








with palm trees for a backdrop. And. of course, I'm 
right there with my shorthand notebook.” 

Despite the proximity of the sea, sun, and sand, Rose 
works just as hard at these conferences as she does at 
her desk—or in an airplane—the rest of the year. “I 
never make a luncheon appointment when Mr. Hazard 
is in town—and I never know what time Ill be home in 
the evening. If we’ve had a particularly busy day, a lot 
of appointments I mean, then we may save the mail and 
dictation for after 5:30 p.m. when things quiet down. 
It’s not at all unusual for me to get home at seven-thirty. 
eight. or even later.” 

Sounds like a tough schedule. 

“Not tough,” the secretary reports, “just busy. I get 
tired once in a while, but never bored. That makes all 
the difference in the world.” 

Rose’s background includes an academic course in 
high school and one year of business training at the 
Grace Martin Secretarial School in Pittsburgh. Her first 
job. found through a friend, was as secretary to the head 
of the psychology department of the University of Pitts- 
burgh. 

This sounded like quite an assignment for a girl fresh 
out of business school, but. “Actually it wasn’t difficult. 
| wasn’t prepared for some of the psychological terms 
dictated to me. but I was able to develop some brief 
forms to cover the words. Once you have your basic 
Gregg down pat. you can handle almost any specialized 
word without trouble.” 

Rose enjoyed her work at the University but when she 
heard that Leland Hazard, who is one of Pittsburgh's 
most prominent citizens, was looking for a girl Friday. 
she applied for the job. 

“The University gave me a very flattering recommen- 
dation and after a short interview with Mr. Hazard. | 
was hired. That was almost twelve years ago, and | still 
find the position exciting.” 

Apparently Rose Pecora has grown with her job be- 
cause today she is as much an assistant as a secretary to 
Leland Hazard. Rose handles most of his telephone calls 

frequently from prominent local and national people 
—filtering out important information and messages to 
save her boss’ time. 

Leland Hazard also depends on Rose to keep the office 
running smoothly when he is away on extended trips. 
“When he visited Europe this past year, he carried a 
portable tape recorder. He'd dictate messages into the 
microphone and send the tapes back to me. Then I fol- 
lowed through and reported back to him when neces- 
sary. 


WHAT ARE THE MOST IMPORTANT PHASES of her work? 
“Well, telephone tact for one. It isn’t always easy to get 
a caller to give me the message rather than speak to Mr. 
Hazard in person.” 

Another point Rose stresses is the ability to work 


quickly. neatly, and efficiently. There just isn’t room for 
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a poorly typed letter in a busy organization, Rose tells 
us; and an incorrectly transcribed letter is unthinkable. 
Since much of her transcribing involves legal matters 
Leland Hazard is general counsel of the Company—these 
forms must be precise. 

“The only liberty I do take with the correspondence 
is. once in a while, to correct the basic construction,” 
Rose says. “Mr. Hazard expects me to switch words 
around for editing purposes—after all. he dictates at 
quite a clip and sometimes strays a bit from the rules 
but I edit the construction and not the content. And if 
there is any question in my mind about the meaning, | 
check with him first.” 

Sometimes Mr. Hazard will give Rose the gist of what 
he wants to say and then allow her to write the letter. 
“He checks each one, though. before he signs it.” 

It’s a busy life, Rose admits, but every minute is in- 
teresting. “Tve learned quite a few things.” she says. 
“For one thing. | can pack a suitcase in nothing flat. | 
usually have at least twenty-four hours notice before a 
ying trip, but | keep a small bag packed at all times 
just in case. I’ve learned the value of keeping my make- 
up in small plastic bottles that fit compactly into a carry- 
all. After all, a secretary's cosmetics are just as impor- 
tant on a business trip as her portable typewriter.” 

She’s also learned the value of wearing tailored suits. 
“They re good in the oflice—-neat and proper—and ex- 
cellent for traveling because they don’t wrinkle.” 

Mr. Hazard also keeps a suitcase handy in the office 
with fresh shirts and a fresh suit. “And there have been 
occasions when I’ve packed that suitcase.” Rose says. 
“When the pressure is on, in fact, I’m apt to do every- 
thing but take dictation or type.” 

One afternoon recently, after a particularly hectic day, 
Leland Hazard remarked to his secretary, “I should have 
gotten a haircut today.” 

“Sorry.” replied Rose Pecora, “I can’t do that for 
you.” 





WHERE TO BUY IT 


Fashions shown on pages 29, 30, and 31 may be found 
at the following stores: 


Page 29: Russek’s, New York; John Wanamaker. Phila- 
delphia; Marshall Field, Chicago; Roos Brothers, San 
Francisco. 

A and B. Bloomingdale’s, New York; John Wanamaker, 
Philadelphia; Marshall Field. Chicago; The Hecht 
Company, Washington, D. C. 

C and D. B. Altman & Company. New York; Charles 
Stevens & Company. Chicago; Harzfeld’s Kansas City, 
Mo.: Hutzler Brothers. Baltimore; Bullock’s Los Angeles. 
E. The Style Shop, Lansing. Mich.; Bedell’s, Portland, 
Ore.; Weiss & Goldring. Alexandria. La.; Hutzel’s, 
Ann Arbor, Mich.; H. P. Wasson, Indianapolis, Ind. 
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UNBEATABLE COMBINATION! 





C oho-SUPER-KOTE CARBON PAPER 


with the 


CODO 
CHROME 


treatment 


and 


Coke's 


exclusive 


CARBON GRIPPER 


Nothing else equals this com- 
bination for superior impres- 
sions—and it is available only 
from Codo. 






| CODO MANUFACTURING CORPORATION ! 
TRY LEETSDALE, PENNSYLVANIA 
THEM | Nome | 
Type name on! Address ; 
your letter- City Zone | 
head for | State | 


free samples 


“Tht oa fl” 
STMI-ETX 


with NEW 
LANOLIZED 
LEAD 


. . . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. . . first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever .. . perfect for 
shorthand and general 
office work. 








Make the test . . . on an 
unconditional money - back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 
stationers. 
Write us, Dept. S, for a free trial pencil, 

naming your favorite degree. 

5 Degrees: 1-2 -2-2/4-3-4 

Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 
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need a grammar review ? 


Now you can master those English fundamentals neces- 
sary to business success with this brief refresher course. .. 


A WORKBOOK COURSE IN 
Business English 


By KATE M. MONRO 


A painless method for 
mastery of those confus- 
ing fundamentals of Eng 
lish. A handy workbook 
with a _ stimulating, in 
formative business tone 
and a great deal of prac- 
tice material. Covers: 
Parts of Speech, Sentence 
Structure, Capitalization, 


» BU Sess AMGLISH 





Punctuation, Spelling, 
Syllabication, Abbrevia 
tions, Pronunciation. 


Complete with rules, study guides, and application exer- 
cises. A useful desk reference. Indexed. 


need a formula for writing 
good business letters? 


You can’t miss with... 


Business Letter English 


By ROBERTSON and CARMICHAEL 


PART I: A complete coverage 
of all phases of business Eng- 
lish. Paragraphs numbered and 
indexed for instant reference in 
the business office. 
PART II: A complete 
ment of most of the 
kinds of business 
quiries and requests, orders, 
complaints and adjustments, 
credits and collections, good will 
and thanks, references and sug 
gestions, sales, and application. 
The unique formula method 
makes business letter writing easy. 


treat 
various 
letters—in- 








frttrceses meesciip and mail coupon todcyseasaaeaaun aaa es 
a 

a Gregg Publishing Division/McGraw-Hill Book Company, Inc. 
: 330 West 42nd Street New York 36, N.Y. 

; Please send me 

i . A WORKBOOK COURSE IN BUSINESS ENGLISH, Second 
- Edition, by Monro. @ $3.00 

‘ BUSINESS LETTER ENGLISH, Second Edition, by Robert 
4 son and Carmichael, @ $4.50 

v 

' I understand that I must be completely satisfied with the above 
+ order, or T may return it at the end of.10 days for a full refund. 
; Cash enclosed. Amt. $.......... Send C.O.D. 
: We pay postage on all cash orders; C.O.D. charges extra. 
' Teachers and Training Directors may be billed at the usual 
Pt educational discount. 

' 

‘ I cig id sis ies i: csc I aside hs si ko ie Ss a,c ste 
‘ 

: RR rien ee ee ere eae an oe ee re 
eoenveseodcaneecsneoeeces 6 8 0 
ce 
BM oe oe ca wuane sent saesiedetsessincscesens 
: Ts-11 
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THE TEST 


(Continued from page 27) 
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Next morning at nine-thirty, - 
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THE /) DISCRIMINATING 


) 
ady cf (ittas TURNS TO... 


Hu¥@n 


F 
Rivonia 


for CLEANLINESS . . . for SPEED and EFFICIENCY 
. for PERFECT TYPEWRITTEN COPIES 


A pre-aligned second 
PORT HURON SULPHITE & PAPER CO. 
PORT HURON, MICHIGAN 


sheet ond carbon for \ 
typewritten correspondence PLEASE SEE THAT | RECEIVE (WITHOUT OBLIGATION) 





FREE SAMP F HURON COPYSETT 

ES LES OF HU E T.2 
NAME 

COMPANY 

STREET 


city ZONE STATE 


NO MORE HANDLING MESSY CARBONS...SPOTLESS LETTERS EVERY TIME 
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: Sopnais tor “Vertical” Records 
| Every day goes smoother when you) 3g——>— 


eS > © ale A —_— | rely on Graffco Signals and Maptacks. non 
Se | Ane there to remind, alert and point 0 
© » the way " 
ay. Mu Viz Meta! Signs 
— * Gorse 7. And there is the right kind and color §—*™*#*— 
|for every possible need. See them all by [#20 T% 
wf if vy | bl 1, See t/ ll t 
e: vs # : a 7 |writing for free color folders on Graffco ace 
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Maptacks 
for Maps and Charts 
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with new NM oN atesi 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
gooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


use...and color-coded, too! 


Available from your 
stationery or office 
supply dealer—in 
sheets of 8 labels 
with guide lines 
for uniform 
typing—and 

the last label 
won't slip in 

the typewriter 
because of the 
extended back- 









ing sheet! 
| AVERY ADHESIVE LABEL CORP., Div. 152 
117 Liberty St., New York 6 e 608 S. Dearborn St., 
Completely | Chicago 5 ¢ 1616 S. California Ave., Monrovia, 


revolutionizes 

office filing— 

See them... try them 
today! Write for your 
FREE samples of Avery 


| Calif * In Canada, 48 Haas Road, Toronto 15, Ontario « 
Offices in Other Principal Cities 


Piease send me samples of Avery file folder Labels. 























| 
| 
| My Name_ — Position 
file folder Labels— | nen 
si Company 
... Then BUY / Address___ — 
them at your | ; 
stationery dealer! | city________________State— maees 
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TWO DIFFERENT WORLDS 


(Continued from page 23) 





There may be an acute secretarial shortage in the 

United States—just ask any harried personnel man— 
but the same is not true behind the Iron Curtain. Most 
women work, many of them side by side with men in 
factories and on menial jobs. The luckier ones work in 
offices—and should a shortage of secretaries develop. 
the government would either assign more young women 
to study secretarial subjects or train women from other 
industries right on the job. 
“Vacations? Yes, we received them,” Hildegarde com- 
ments. The length depended on how long you had been 
employed. But most people couldn't afford to go any- 
where—and those few who could had to limit their 
travels to Russia or one of the satellites. 

“Coffee breaks? Never. In my office we worked eight 
and one-half hours a day, five days a week, plus five 
hours on Saturday. We had time off only for lunch.” 

As a top secretary, Hildegarde received 1459 forints 
(approximately $55) a month. Basic living expenses ate 
up practically all her income. Clothes and cosmetics 
were rare luxuries. Easily understandable when you dis- 
cover that a pair of nylons cost 120 forints ($4.64)— 
“and Hungarian girls like to wear them”—American lip- 
stick, 90 forints ($3). Clothes had to be custom-made— 
ready-made clothes weren't much good—and they were 
very expensive. A tailor-made coat, for example, would 
cost 2000 forints ($70). more than an entire month's 
salary for Hildegarde. Even good shoes had to be cus- 
tom-made—-at a minimum price of 800 forints ($28). 

Compare this with the lot of the American secretary 
whose weekly paycheck equals—and in most cases sur- 
passes—Hildegarde’s former monthly check. Here nylons 
and lipsticks are frequent. spur-of-the-moment  pur- 
chases. Stores display clothes of every description, for 
every occasion, in every price range. The average secre- 
tary has a well-stocked wardrobe and maybe a well- 
stocked bank account as well. Even so-called luxuries are 
pretty much a standard part of her life. To illustrate: 
according to Norman Saksvig. educational director of 
Smith-Corona, Inc.. approximately 60 per cent of Ameri- 
can secretaries have record players, portable typewriters, 
television sets and own or have access to a car. 

It would seem that the capitalistic world had certain 
advantages—communist propaganda to the contrary! 

Hildegarde David certainly thinks so. Her monthly 
salary is now $215. It’s carefully budgeted—rent, food, 
and carfare take out a big chunk—but it’s big enough to 
include some wardrobe replenishing. So far, Hildegarde’s 
tastes seem to run in the strictly American vein, with 
pretty, tailored blouses and skirts a must for oflice wear. 

But even more than the material advantages, Hilde- 
garde appreciates the freedom that Americans have in 
such abundance. No more the fears, the tensions, the con- 
stant uncertainty, the knowledge that the state considers 
you as a pawn to move as it pleases. 

“It’s like a different world over here,” she says. We’re 
inclined to agree. 
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% a friend monopolizing 


your copy of , : 
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Here’s your chance to gift her with a sub- 
scription of her very own—and to save 
money in the process. 


special Holiday rates 


One-year subscriptions (reg. $3)................ $2.50 
(your own or one gift) 
Two-year subscriptions (reg. $5)...........0006 4.50 
(or two one-year subscriptions) 
Three or more one-year subscriptions, each , 2.00 
Three or more two-year subscriptions, each 4.00 


Add 25¢ per subscription for Canadian or Foreign postage. 
A Christmas gift card will announce each gift. 
You have until January 31, 1958 to pay. 
Send your orders now. 


Se SB SB SB SE SB SS SS SS SS SSS SSS SS SSS See eB eee eee eo 


GIFT SUBSCRIPTION ORDER FORM 


TODAY'S SECRETARY 
330 West 42 Street, New York 36, N. Y. 


Enter the following subscription(s) to TODAY’S SECRETARY. 
Name 


Address 





My Name 
Address 
{Attach list of Additional subscribers) 


Remittance enclosed $ Bill me $ 
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ROUND CORNERED 
AND EMBOSSED 


SHADOWBOX 


riendship 
Pholos 


FROM YOUR OWN FAVORITE 
PHOTO, SNAPSHOT OR NEGATIVE 


Friendship Photo's 


‘al-}y mer 1ale Mme 1b 0i-14-10h @me-lal- Lele) ele). 





excitingly 
PLUS 10¢ SHIPPING 
50 for $2.00 


r 


Prints with deep-sunk emboss 
Tayome- late Mero) aeh amaellalel-temelelaal-1a 
add subtle glamour to tl 
treasured sr Banus 
wallet-size y =. Satis FRIENDSHIP 
i F-TondlolaMe-40l-1e-Tale-t-1e mi @lael-Ta cetera" FOLIO 


FREE 








Friendship Photos, Dept. P-19, 
Please send me 


O 25 “Shadowbox" Friendship Photos .. . from one pose, i 
. «+ $1.10 enclosed. 


0 50 “Shadowbox” Friendship Photos from one pose i 
postpaid .. . $2.10. | am to receive bonus of Friendship t 
Folio at no extra charge with my order of 50 for $2 

1 enclose photo, snapshot, or negative which you will re 

turn unharmed. My money back, airmail, if I'm not com | 

pletely satisfied. 


Quincy 69, Mass. 4 
i 


DP skhssbintatebdsneedbiuadeadeths wid06edeseeuse | 
f 5 bdtsdédeiswnertetsaadehbebeetantveseesiutl ; 
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OFF TO THE 
RIGHT START 





SEL) FOAM 
LOWLY 


as your 


SECOND SHEET 


With Sea Foam in your typewriter, 
you know the job's going to turn 
out right. Sea Foam gives maxi- 
mum legible copies at one typing. 


Here's why SEA FOAM is... 


AMERICAS FAVORITE 


LIGHTWEIGHT 
PAPER 


Lies Flat 


Doesn't bulk or 
curl. Takes up less 
space in files, too. 


Mr 7 Colors 
Channeling of copies 
is done quickly and easily 
with Sea Foam's colors. 







Clean Copies 


Sea Foam erases quickly and 
easily for neat-looking work. 


OFFICE 
SHOPPING 











* Don't be satisfied with just any 
second sheet, ask your supplier for 
SEA FOAM BOND. It's water- 
marked so you'll know you're 
getting the best. 




















Write for samples of Sea Foam Bond 


Dept. T-11 BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 
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IT’S PRACTICAL FOR EVERY DAY USE and 
looks like solid gold—this ruler and clip set 
will make an unusual Christmas gift. Ruler 
measures up to 12 inches; may also be used 
as a paperweight. Two jumbo clips, made 
to match the ruler, keep papers organized. 
Clever sign on one clip says “Do It Now;” 





the other reads “Do It Later.” Whether it’s 
for your boss or the girl who sits at the next 
desk, this set will be unique and handy. 
Made of highly polished gold-anodized alu- 
minum—resists tarnish or scratching. Com- 
plete set is only $3.95, postpaid. From Music 
Boxes, Unlimited, Dept. TS, 676 North 
Dearborn St., Chicago 10, Ill. 


ESTERBROOK’S NEW “PETITE PAK” is 
feminine, fashionable, and practical. Purse- 
sized fountain pen and push pencil are in 
attractive colors: blue, green, rose, white, 
red, and gold. Plastic case is in beige gray 
with a stylized-leaf accent design and has a 





washable linenlike finish. Pen offers Ester- 
brook’s full range of personal point selec- 
tion. The Petite Pak is just right as an 
inexpensive gift. 


Price, $5.75: pen only, 


$2.95. Available at your stationery store. 


RECENTLY ANNOUNCED—a_ completely 
new spirit duplicating process! Developed 
by the Columbia Ribbon & Carbon Manu- 
facturing Company, Inc., it is called the 





FLICK A LINE 
finds the line 
everytime 








Reverse its panel! 
Change its height! 
Flick its rubber wheel! 
Left or right! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 83%, x 14. 


low, low $6.50 prepaid 
The ONLY four-way.... 
COMPLETE copy holder 
Preferred by professionals. 


FRANKLIN TABLE COMPANY 


16 N. 4th St., Louisville, Ky. 











KEANE 
RECORDS 


For Dictation Practice 


Practice at Home! 


Play these records on your home 45 RPM 
phonograph. 


Guaranteed to: 


INCREASE Your Shorthand Speed! 
INCREASE Your Transcription Speed! ! ! 
There is no duplication of Material. 
Each record contains 12 full minutes 
dictation—MEDICAL, LEGAL, INSURANCE, 
GENERAL BUSINESS DICTATION. 


Order Blank 


Keane Records 

809 South Hobart Bivd., Dept. E-5 
Los Angeles 5, California 

Please send me 


Complete set of 6 Keane Records for Dictation 
Practice at $7.50 plus postage (35c) 


Individual Records at $1.50 each, plus postage, 

at the following speeds: (Please Circle) 

60 wom 80 wpm 90 wom 100 wom 
110 wpm 120 wpm 130 wpm 


Remittance Enclosed Please Send C.O.D. 


Purchase Orders Filled for Schools & Business Firms 
California Residents Add 4% City & State Tar 

Name 

Street 


eee ; Zone 


State 
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fransograph Process.” Gone are all stains 


‘ aused by the standard hectograph aa. EMPLOYMEN A ENCY DIREC ORY 
Hands and typewriters stay clean! | (; | 
Three basic components make up the proc- 
sts I am ¢ | bey Are you looking for a new job? On this page, every 
ess: lransograph rransfer Sets, Transo- month, you'll find listed reputable employment 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 


vraph Fluid, and Transograph Copy Paper 
(paper may be used on both sides and will 
not be affected by light or water). The 
image to be duplicated may be printed, 
typed, tabulated, written, ruled, or drawn— 






































hut it will not be reproduced until all three CHICAGO MIAMI 
component parts are united. The process i - ee 
may be used without adding additional parts BIRCH ’ Furnishing APGAR AGENCY 
to or modifying any existing spirit-duplicat- Qualified Secretaries to the ro Nee wah cos Bidg., Miami 
ing machine. For complete information, * ae Chicago SW Reonabe 220 Miracle ile, Cone! Gables 
write to the Columbia Ribbon & Carbon ECRETARIAL arket On An ‘‘Our Seventeenth Year of Dependable Service’’ 
Mig. Co., Inc., Dept. TS, Glen Cove, N.Y. pt ye Employer Pay Fee Basis MIAMI REPRESENTATIVES 
59 E. Madison © Suite 1417 Russell Kelly Office Service 
\ Sm i. CEntral 6-5670 J Temporary Office Work, Week, Month or more. 
LOOKING FOR A GIFT FOR YOUR BOSS or 

fellow secretary? The Bates “Director,” a es, : a 
ew telephone list finder, is a happy selec- NEW ORLEANS 
tion! Color-styled to match the new tele- Jobs 100 Per Cent Free At 


phones, its artistic cover design will comple- HELPMATE Planning Relocation? Contact 
nie } " ode 0 co e ’ rar ofhice. 
: te pee og ll pales W ide, Permanent & Temporary A-] EMPLOYMENT SERVICE 


Days, weeks, months & longer 1409 National Bank of Commerce Building 
Up to $2.25 per hour 


8 So. Michigan Ave. FRanklin New Orleans 12, Louisiana 
Chicago 3, Itinois 2-6875 13 Years Same Management CAnal 4241 





DENVER SAN FRANCISCO 


SECURITY EMPLOYMENT SERVICE J “A Step in the Righe Direction..." 





3 when you visit 

The secretary’s ‘“‘Job Center!’’ Mrs. Smith was 7 

a secretary herself before starting this employ- Yt WESTERN EMPLOYERS SERVICE 
ment agency ; therefore, understands your many ans 

problems. Confidential interviews. Write for se San Francisco’s Largest 
information and contract data. P 


MRS. MARIE SMITH, O a oes 
e ’ wner 
1312 Broadway AM 6-1968 b 995 Market St. DOuglas 2-5486 


for the best in office positions 




















front-opening release that automatically lifts 





the top when it is touched. The extra-wide 
cards allow ample space for listing more 








than 1300 names and addresses. A conver- 
sation piece for any office. Price, $3.95. From 
The Bates Manufacturing Company, Dept. 
rS, Orange, N. J. 


Words 


(Key to teasers on page 28) 


makes 


NEAT 
ERASURES 


RUSH- 


=~ — YBRGLASS agp eypapene 
t’s the 
ERASER 


that makes the difference! 


No slip sheet needed be- ... the razor-sharp, replaceable 
tween carbon and copy. 


No erasing shield — the 
Rush Eraser is less than OR G UX 
one character thick. In INAL D 

beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting Always a sharp point with the twist of the 
propel-repel refills. wrist. Spillproof container in choice of 
three colors; wide variety desk and pocket 
models, including genuine leather-gold 


tooled. Many exquisite imports for Christ- 
mas giving, brochure upon request. 





SHOULD “E” BE INSERTED ? 


Insert e: 2, 3, 6, 9. Join: 1, 4, 5, 7, 8, 10. 








WHAT A SHORT PREFIX WILL DO 


1. impartial: 2. incapable: 3. irregular; 


1. nonsense; 5. illegal: 6. ignoble; 7. un- 
usual; 8. impossible; 9. immobile; 10. non- 
existing. 


“ING” IS NOT ALWAYS AN ENDING blade found only in the 


l. ingenuous: 2. ingot: 3. ginger: 4. in- 
sredient; 5. gingham; 6. ingrained; 7. 
ngratiate: 8. finger: 9. ingratitude; 10. 
isinglass. 


Precision Pencil Sharpener 


MATCHING SYNONYMS 


l.e; 2. c; 3. j; 4. a; 5. g; 6. d; 7.1; 8. h; 





Order from your Dealer 


UNNECESSARY EUPHEMISMS or send 50¢ and 

















1. die: 2. buried: 3. short of funds: 4. ex- name of dealer to See your stationer or write 
iggeration: 5. old bare 6. jobless; 7. lie: The Eraser Co., Inc. FRED BAUMGARTEN, Exclusive Imports 

press agent; 9. boarder; 10. a stout =. 1068 S. Clinton St., Syracuse 4, W. Y. 1000 Virginia Ave., N.E. Dept. X-11 Atlanta 6, Ge. 
voman. 
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These are standard dicta 
tion records that play on 
any standard player! 78 
RPM or 45 RPM. 











SHORTHAND RECORD COMPANY 


ANNOUNCES: 


- Expertly dictated to make higher shorthand speeds easier! 
- You will get fast, easy, quick, gratifying results! 

So easy and enjoyable you'll be amazed! 
Results come faster than you realize! 
Helps increase shorthand speed at 60, 70, 80, 90, 100, 120, or at any speed! 


Good for everyone no matter what system they use or at what speed they now 
write shorthand! 


Now, for the first time, here are shorthand records with the same speed on 
both sides, to give you more practice for a longer time at a definite speed. 
Builds your shorthand speed quicker and easier. 





DIFFERENT 
MATERIAL 
ON EACH OF THE 
32 RECORDS 











YOU CAN EARN MORE MONEY QUICKLY 


BY INCREASING YOUR SHORTHAND SPEED! 


USE OF OUR SHORTHAND DICTATION RECORDS 
MUST INCREASE YOUR SHORTHAND SPEED OR YOU DON'T PAY A CENT! 


You will bless the day you write 
for these shorthand dictation rec- 
ords, the “Do It At Home In 
Your Spare Time” way to increase 
vour shorthand speed. Increasing 
vour shorthand speed this quick 
and easy way will help you get 
that bigger paying job you ve been 
after—more money for clothes, va- 
cations, and all the little things 
vou cant afford now. 

All vou do is listen and practice 
writing in your spare time. Elim- 
inates attending classes that are 
not convenient to your” time 
schedule. Even beginners will 
quickly improve their speed with 
these records. No matter what 


speed you now write, there's a 





R. C. A. 
Portable Record Player 
Now available through the Short- 
hand Record Company a new 4- 
speed R.C.A. Portable Record 


Player to use with your shorthand 
records. Only $29.95. 











record for you. 

leading educators and secretarial 
schools have approved this meth- 
od of home study. Youll find it 
not only a fascinating and profit- 
able Way to spend your spare 
time but fun, too. 

Just check the records you want 
in the coupon below and mail it 
together with a check or money 


order. We will ship the records to 


you postpaid. If you are not de- 
lighted, if these records aren't all 
we say they are, return them in 
10 days for a full refund. 

You must enjoy increasing your 
shorthand speed, no matter how 
slow or fast you now write short- 
hand or if you write Gregg, Pit- 
man, Speedwriting, or Stenotype. 
The records are sold on a money- 


back guarantee! 


(NO OTHER RECORDS HAVE OUR DICTATION MATERIAL.) 


FILL OUT AND MAIL THIS ORDER COUPON NOW! 


y SHORTHAND RECORD CO., Dept. 16 
, 403 MARKET STREET, NEWARK 5, NEW JERSEY 


Send Tie the recea ds checked fa =] 4D € i“ hy or any 4 for S5 | ene lose aa meses 


i | must be LOO%, 


satished or my money will le 


i 78 RPM 10-minute 45 RPM 15-minute 
B dictation $1.75 each dictation $1.75 each 
=1— 40 wpm =10— 60 wpm 

-2— 50 wpm =11— 70 wpm 
I =3-— 60 wpm 
i -4— 70 wpm =12— 80 wpm 
t >5— 80 wpm =13— 90 wpm 

p p 

t =6— 90 wpm +14—100 wpm 
t =7—100 wpm 
i =8—110 wpm =15—110 wpm 
i =9~120 wmp +16—120 wpm 
t Name 
i Address 
L City Zone 
| | enclose $99 95 Send } speed R.« A. Record P| iver 
L 


and Brief Forms 
15 RPM 15 minutes 
$1.75 each 
State =31— 50 wpm 
+~32— 80 wpm 


’ 

i 

| 

refunded in full i 
15 RPM 15-minute High Speed Dicta- ! 
dictation with dif. tion 45 RPM 15 6 
ferent dictation ma- minutes $1.75 each J 
terial 31.75 each = 24-130 wpm 1 
=17— 60 wpm =25—140 wpm i 
=-18— 70 wpm *26—150 wpm 4 
=19— 80 wpm = 27~—160 wpm t 
=+20— 90 wpm += 28-170 wpm i 
=21—100 wpm =29—180 wpm i 
+22—110 wpm 30-200 wpm 
=23-—120 wpm Dictation of Phrases J 

i 

i 

| 

i 
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Why vour shorthand is easier to read 
when you use an HSTERBROOK pen 
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approved pen with replaceable points. Just $2.95 





